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INTRODUCTION 


“™\e What is word processing? 


To say that a word processor is a powerful typewriter is unfair. The keyboards 
are similar and yes, you are printing on paper — but beyond the similarities 
there are some wonderful differences. 


Freedom to compose. The vicious type-proof- 
scream-crumple-retype cycle has been 
broken! Word processing allows the smooth 
flow of thoughts-to-screen where you can 
visually change your mind and your document 
before printing. WordPerfect will even check 
spelling, giving you letter-perfect documents 
every time. 


Leave it and come back later. Your files are 
. stored on disks instead of in filing cabinets — 
all files are at your fingertips. When you 
retrieve a stored file, a copy, not the original, 
is brought to the screen. You can then play 
with the copy as much as you like, knowing 
the original file remains on disk, untouched. 


A few ideas. After a little time and practice, you will get the BIG PICTURE of 
word processing — and then the fun begins. Here are some ways we at 
SSI Software personally use WordPerfect for work and play. 


e Karen keeps an address list of all the people who attended last 
year’s concert series and then prints mailing labels and 
‘personalized’ invitations for upcoming concerts. 


e Pete ‘‘assembles’’ letters to family and friends, using 
om paragraphs from his daily journal. 


e Marrieta edits a master grocery list once a month. Items are 
rarely forgotten and she’s not complaining about fewer trips to 
the market. 


e Jeff sends a schedule of Colorado River excursions to all past 
and prospective customers every year. 
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e The Manual 


Your approach to using the manual has much to do with what you already know. 
If you are new to word processing, read the Getting Started section and spend a 
some time with the lessons in the Learning section. If you are familiar with 

word processing, review Getting Started, thumb through the lessons and use the 
Reference section to learn about each feature. 


Getting Started answers your beginning questions and gets you up and 
running. This is a quick check to see if you, your computer, WordPerfect, 
and the printer are working correctly — we recommend this section to 
everyone. 


Learning is a series of 12 lessons taking you step-by-step through most of 
WordPerfect’s features. The average time per lesson is 20 minutes. 


Reference explains every WordPerfect feature. Some concepts such as editing, 
formatting, and printing are also included. 


Speller explains the Speller and the Speller Utility program. Lesson 6 
(Learning) tells how to use the Speller. 


Special Features such as macros, marking text, and index/table of contents 
building are covered in this section. 


Merge is where office automation begins. Forms, address lists, paragraphs, 
and even your keyboard come together to automate routine paper work. 


Math explains how to use the math feature to create a document that will 
calculate subtotals, totals, grand totals, and four-function math. 


index 


e The Glossary 


ASCIl — one of the standards for representing characters so that files can be 
shared between programs. 


Backspace — a key on your keyboard which deletes 
the character to the left of the cursor. 


Backup — to copy files for safe keeping. 


Boot — to start your computer. 


Byte — the amount of space needed to store a single character (number, 
letter or code). 1024 bytes equals one kilobyte or KB. 


Codes — symbols that make your computer act and your printer dance. 


Continuous Forms — computer paper that is 
perforated on all four sides and fed automatically into 
a printer. 


Cursor — a marker that points like a finger to your position on the screen. 
The arrow keys move the cursor through the text without making changes. 


Default Directory — the directory used by the computer to list, save, and 
retrieve files unless another directory is specified. 


Default Drive — the drive used by the computer to list, save, and retrieve 
files unless another drive is specified. 


Defaults — the startup settings of WordPerfect. The initial format, printer, fo 
etc., may be changed, but will be reset to the defau/t each time the program 
is started. 


DIR — the DOS command which lets you see a list of filenames from a disk or 
directory. 


Directories — used to organize files on disks much the 
same as files are organized in file drawers. 


Disk Drive — a device that records and ‘plays back’’ information much the 
same as a tape deck records and plays back music. 


Disk Hierarchy — the disk contains one or more directories; directories 
contain files; files contain pages or records; records contain fields; fields a 
contain lines; lines contain words; and words contain characters. 


Diskette (disk) — a medium onto which information is recorded for future 
use. 


Document — a file created using WordPerfect. 


DOS — Disk Operating System. An operating system is software that brings 
your computer to life. DOS must be running before you can start 
WordPerfect. 


DOS Prompt — the ‘‘greater than’’ symbol > that lets you know your 
computer is ready for a command. 


Edit — the cycle of proofing, correcting, and improving a previous draft. 


Electronic Drive (RAM or Dynamic Drive) — uses memory (RAM) as if it 
were a disk drive. 


Enter key — the key that is pressed to send a 
command or short line of text to the computer. 


Error Messages — messages which appear on your i} 
screen telling you of a problem. J YOU BLEW I... 


Filename — the name you select for saving and retrieving WordPerfect 
documents. Filenames can have up to eight characters (numbers or letters) 
plus a 3 character extension. The extension must follow a period, e.g., 
memo.921, dentist.zl, etc. 


Font — a print style. Dot matrix printers may have a number of built-in 
fonts. Letter quality printers have print wheels or fonts that can be changed. 


Format — a collective term for margins, spacing, pitch, page length, and in 
general, the visual appearance of the printed page. 


FORMAT a disk — a DOS command which prepares a disk to index and 
store files. 


Hand Fed — refers to the process of hand feeding single pieces of paper 
into the printer, one page at a time. 


Hardware — anything you can touch, i.e., your computer and printer. 


Hyphenation — dividing words to keep lines about the 
same length. This improves the appearance of the 
printed page. 


Input — communication to your computer, ij.e., anything typed on the keyboard. 


Lines per Inch — the number of lines per vertical inch on a printed page. 
You can change from 6 Ipi (default) to 8 Ipi. 


Macro — a special file that remembers a 
series of keystrokes to be used later. 


Memory — the working space’ or temporary storage for the program you 
are using and the document on your screen. Memory is erased when the 
power is turned off. 


Merge (mail-merge) — inserts fields, files and keyboard input into specific 
places on a form to automate and personalize letters, mailing labels, mass 
mailings, order forms, contracts, etc. 


Monitor (CRT) — the screen on which you see characters and codes entered 
from the keyboard. 


Output — communication from your computer, i.e. that which is printed, 
sent to disk, shown on your screen, etc. 


Overflow Files — temporary files that use disk 
space to contain part of the document on your 
screen when it won't fit in memory. 


Pitch — number of characters per inch. Pica and Elite are 10 and 12 pitch. 


Parallel Printer — a type of printer that is plugged into a parallel port behind 
your computer. 


Proportional Spacing — assigns each printed character a fixed width. 


Right Justification — adjusts character spacing in a line to create an even 
right margin (like newspaper print). 


Scrolling — moving through a document that is 
longer and/or wider than your screen. 


Serial Printer — a type of printer that is plugged into a serial port behind 
your computer. 


, or 


Sheet Feeder — a device that feeds cut paper 
(paper without perfory) into your printer. 


Software — instructions that make computer hardware perform specific 
jobs. 


Tractor Feed — a device that feeds continuous paper 
to a printer by means of tractor wheels turning 
through the perfory. 


User Files — files created and saved using a program such as WordPerfect. 


Word Wrap — a word processing feature that eliminates the need to press 
the Enter (Return) key until you come to the end of a paragraph, short line 
or command. 


Getting Started 


WordPerfect — the first-time 


Relax! With a little practice WordPerfect will be helping you create elegant, 
professional documents in less time than it takes to do the first draft on a 
typewriter. To get you up and running quickly and correctly, read the next few 
pages and complete the seven-steps. 


Oo Summary (see following pages for details) 


Before you start 


Start the computer 

Make “‘working’”’ diskettes 

Check the printer 

Start WordPerfect 

Preview WordPerfect 

Introduce your printer to WordPerfect 
Exit WordPerfect 


NO O1B WD 


Before you start 


oO You should have 


e 1 WordPerfect Diskette 


e Speller Key Diskette 


e Keyboard Template 


e Quick Reference 


e Installation pamphlet 


2 BEFORE YOU START 


O You should also 


have hooked up your computer and printer 

Know how to use and care for diskettes 

know how to adjust your screen 

know if your printer is para/le/ or serial 

have read the Introduction to this manual and noticed the handy 
glossary at the end. 


Your dealer should know if your printer is parallel or serial. 
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O You should know 


Words - These words have specific meanings and are used throughout the 
manual: 


e Enter: type the bolded characters and press the Enter (Return) key. 
e Press: strike the indicated WordPerfect key. 
e Type: type the bolded characters. 


Zeros and Ohs, Ones and Ells - If you are in the habit of typing an | for 
a 1, or an O for a zero, promise you will never do it on your computer. 
They are very different characters to your computer and should never be 
substituted for each other. 


Backspace - This key [| may be used to correct mistakes as you type. 


4 BEFORE YOU START 


WordPerfect function keys - The Quick Reference contains the location of 
every WordPerfect function key on your computer. 


NumLock - Press the key once to change the cursor keys to numbers — press 
it again to change back to cursor control. 
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1 Start the computer 


Before you start WordPerfect, the Disk Operating System (DOS) must be running. 


A B 


Insert the 
DOS diskette 
in Drive A 


Remember to close the drive door. 


Switch your ! 
computer on « OU 


© 


Wait for “Enter new date’’ to appear on your 
screen. The more memory your machine has, the 
longer the wait. 


6 START THE COMPUTER 


9 
Enter today’s Current date is Tue 1-01-1980 
Enter new date: 5-07-85 


date 


For example, May 7, 1985 would be entered as 5-07-85 


Remember that to enter something means to type the 
bolded text and press the Enter key. 


Current date is Tue 1-01-1980 
Enter new date: 5-07-85 
Current time is 0:00:00.00 
Enter new time: 10:00 


Enter military 
time 


A.M. 


For example, 10:00 AM would be entered as 10:00 


Current date is Tue 1-01-1980 
Enter new date: 5-07-85 
Current time is 0:00:00.00 
Enter new time: 22:00 


P.M. 


and 10:00 PM would be entered as 22:00 


Current date is Tue 1-01-1980 
Enter new date: 5-07-85 
Current time is 0:00:00.00 
Enter new time: 22:00 


You are now 
in DOS 


The IBM Personal Computer DOS 
Version 2.10 (C) Copyright IBM Corp 1981, 1982, 1983 


A> 


When you see A> on your screen, DOS is ready. 
If A> does not appear, try again. 


Go to step 2. 
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2 Make “working” diskettes _ 


For the next few minutes you 
will use DOS to format diskettes 
and copy files. 


As a favor to you, the WordPerfect diskette is not copy protected unless you 
have an “‘Educational’’ version. By opening the diskettes you have agreed not to 


duplicate the software except to make a working (backup) copy for your own 
use. 


If you have two disk drives, start below. If you have a hard disk, move ahead to 
the Hard Disk heading. 


If you have an electronic disk (RAM card), read the Installation pamphlet. 


Two Disk Drives 


Format a With your DOS diskette in drive A 
diskette for — 
WordPerfect e Enter format b:/s [enter 


The /s command will copy enough DOS 
(command.com) to let you “‘boot’’ your computer with 
the WordPerfect diskette. 


8 MAKE WORKING DISKETTES 


Insert a blank diskette into Drive B 


e Press the Enter key 


After about a minute you will see ‘‘Format Another 
(Y/N)?”’ 


e Type n (because you don’t need DOS on the other 
diskettes) 


e Remove the diskette from Drive B and label it 


WordPerfect 4.0 / working copy 


Format two e Enter format b: 
more diskettes — 
Insert the second blank diskette into Drive B 


= 'e Press the Enter key [Ere] 
When you see ‘Format Another (Y/N)?” 


e Type y 


Remove the diskette from Drive B and label it 


Speller 4.0 / working copy 
e Insert the third and last diskette into Drive B 
e Press the Enter key [emer 
When you see ‘Format Another (Y/N)?”’ 
e Type n 
e Remove the diskette from Drive B and label it 


Learning diskette 
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Copy the e Remove the DOS diskette from Drive A 

WordPerfect 

program e Insert the correct WordPerfect Key diskette into Drive - 
A and the diskette labeled ‘WordPerfect 4.0 / working 
copy’’ into drive B 


Enter copy a:*.* b: 


/t will take a few minutes to copy all of the files. Wait 
until the DOS prompt > reappears before continuing. 


Remove the diskettes from both drives 


Copy the Insert the Speller Key diskette into Drive A and the 
Speller program diskette labeled “‘Speller 4.0 / working copy”’ into 
Drive B 


Enter copy a:spell.exe b: 
Enter copy a:lex.wp b: 


Wait for the DOS prompt (A>). 


Remove the diskettes from both drives 


Copy the Insert the WordPerfect supplementary diskette in 
Learning files Drive A 


Insert the diskette labeled “Learning diskette’ into 
Drive B 


e Enter copy a:*.Irn b: 


Wait for the DOS prompt (A>). 


Remove both diskettes 


Go to step 3 
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Hard Disk 


If you have a new machine, you will have to first 
format the hard disk and copy the DOS files. See your manual or dealer for 
help. 


This is a suggested setup for a new machine. If you are sharing a machine or if 
the machine you are using has been run before, see your manager before 
proceeding. 


Make a directory e Enter md word to make a new directory 


Change directory e Enter cd word to change directories 
and copy the 
WordPerfect files ¢ Insert the correct WordPerfect Key diskette into Drive A 


Enter copy a:*.* to copy all files from Drive A 


e Remove the WordPerfect Key diskette from Drive A and 
store it in a safe place as a backup 
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Copy the e Insert the Speller Key diskette into Drive A 
Speller files —— 
e Enter copy a:spell.exe 


—— 


e Enter copy a:lex.wp 


e Remove the Speller Key diskette from Drive A and 
store it in a safe place as a backup 


Make a personal =e Insert the Supplementary diskette in Drive A 
directory and 


copy the e Enter cd\ 


“learning’’ files [Enter] 
g e Enter md (type your first name) [ener 


e Enter cd (type your first name) 


e Enter copy a:*.Irn 


e Kemove the Supplementary diskette from Drive A and 
store it in a safe place as a backup 


The autoexec.bat The autoexec.bat file may be created or edited using a 
file text editor or WordPerfect and then saving it as a DOS 
text file (see Text In/Out in the Reference section). 


You need to have 
e C:\ and C:\word in your path in the autoexec.bat file 
Each directory in the path is separated by a semicolon. 


e prompt $p -$g on a separate line in your 
autoexec.bat file 


The “‘path’’ command lets you specify a list of directories 
to be searched. For example if your path includes 
“c:\word"’ you may type wp from any directory to start 
WordPerfect. 


The “‘prompt’’ command lets you see which directory you 
are in. 


12.) MAKE WORKING DISKETTES 


-~ 


3 Check the printer 


Let’s take a few minutes and make sure that your printer is working. With DOS 
running, insert your “working copy’ of WordPerfect into Drive A, then follow 
the instructions below for your printer. 


Be sure your printer cable is plugged into the correct port, plugged into the 
wall, switched on, on line, and paper is loaded before you print. 


Parallel printer test Serial printer test 


e Knter copy a:port.tst prn e Enter copy a:port.tst com1: 


Your printer should print a Your printer should print a 
Short message. Short message. 

e Turn off your computer and e Turn off your computer and go to 
g0 to step 4 step 4 


Try again using com2: or coms: 
if nothing happens with the 
serial printer test. 


If your printer If your printer will not do a ‘DOS”’ print, it will not print 

didn’t work when you are in WordPerfect. See the WordPerfect 
Installation pamphlet for any special instructions that 
may apply to your computer. 
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4 Start WordPerfect 


If you have a Victor 9000 computer or a color 
monitor, follow the special instructions in the 
WordPerfect Installation pamphlet, and then go to 


step 5. Hf 


Insert the WordPerfect ‘‘working copy”’ into Drive A 


Two Disk Drives 


Insert the ‘Learning’ diskette into Drive B 


e Switch on your machine 
Wait for the date prompt to appear. 


e Enter the date and time 
e Enter b: to change the default drive to B 


Ey 


e Enter a:wp to start WordPerfect 


Until you define a printer, you will see a short 
introduction each time you start WordPerfect. 


Hard Disk e “Boot up’ your machine 
e Enter cd\(your name) 


e Enter wp 


Until you define a printer, you will see a short 
introduction each time you start WordPerfect. 


14. START WORDPERFECT 


starting WordPerfect is like rolling a clean sheet of paper into a typewriter 
with margins and spacing already set. 


Cursor 


Status line 


Doc Pg1 Ln1 Pos 10° 


Documént Position 
(1 of 2) Page Line 


The blinking dash (cursor) points like a finger to where you are on the page. 
The message at the bottom of the screen tells you the exact location of the 
cursor at all times. 


e Go to step 5 
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5 Preview WordPerfect 


During the preview of WordPerfect you will 


e Type a paragraph 
e [ndent a line 

e Hyphenate 

e Use the Help key 
e Change your mind 
e Center a title 

e Delete a code 


You should become familiar with these skills before using the Learning section. 


16. PREVIEW WORDPERFECT 


Typea Type the following paragraph without using the Enter key. 
paragraph Type two spaces between sentences and use the 
Backspace key [| to erase mistakes as you type. 


Because of the increase in ribald graffiti such as 
‘Smokey loves Woodsy,” we have increased the 
night patrol staff in the Lone Pine Reservoir 
district. Rangers, be on the lookout! 


Insert a tab e Use the Arrow keys on the numeric keypad to move 
your cursor to the ‘’B’’ in “ Because”’ 


If you get numbers when you press the Arrow keys 
press the Numlock key. 


e Press the Tab key [| 
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Insert and e Move the cursor to the “S’’ in ‘“Smokey’”’ 
hyphenate 
e Type antidisestablishmentarianism and press the 
space Bar 


e When you see 


cause of the increase in ribald graffiti such as “antidisestablishmentarianismS 
” we have increased the night patrol staff in the Lone 
servoir district. Rangers, be on the lookout! 


Position hyphen; Press ESC “antidis-establishmentarianism 


press the Left or Right Arrow key to position the hyphen 
between syllables. When you are satisfied, press the 
Kscape key [Esc| to continue 


Continue on if you are not asked to hyphenate. 


18 PREVIEW WORDPERFECT 


Insert a word 
and reformat 


Use the 
Help key 


Finish the 
paragraph 


e Type and then press the Space Bar 


e Press the Down Arrow key twice and watch 
WordPerfect reformat the paragraph to make room for 
the new text 


You can also press the Rewrite key to reformat the 
screen. 


The Help key will show you a list of keys or a screen of 
information 


e Press the Help key | | , then type R to find out 
where the Rewrite key is located 


e Press the Rewrite key [| to learn about the Rewrite 
feature 


e Press the Space Bar to return to your paragraph 


e Press the Home key [| twice and the Down Arrow 
key Ly | once to move to the bottom of your document 


Your entire document is just one paragraph so far. 


e Type two spaces and finish the paragraph with two or 
three sentences of your own invention before 
continuing 
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Divide the 
paragraph 
into two 


Change your 
mind 


Center a title 


e Move the cursor to the beginning of the first word of 
the new sentences you just typed 


e Press the Enter key |-'"| twice and the Tab 
key [| once to create a second paragraph 


e Press the Backspace key [| three times to return 
your sentences to the main paragraph 


e Press the Home key [| twice and the Up Arrow 
key It | once to move to the top of your document 


e Press the Enter key [en twice to create some space at 
the top of your document 


e Press the Up Arrow key [t | twice and then press the 


Center key [| == 


A center code that you cannot see on the screen was 
placed in your text when you pressed the Center key. 


e Type Graffiti 
e Press the Down Arrow key 
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Delete a code You have changed your mind again and decide you don't 
want the title centered (centering is too bourgeois for 
your style). 


e Press the Reveal Codes key [_ ] 


Cursor Center (off code) 


Center (on code) Soft Return 


Hard Return 
(C] [*] Graffiti [c] [HRt] 
(HRt) 


[TAB] Because of the increase in ribald graffiti such as “antidis- 
establishmentarianism and Smokey loves Woodsy,” we have increased [SRt] 


See “‘Codes”’ in the Reference section for the complete 
list of codes and their meanings 


e Move your cursor (via the Left Arrow key )next 
to the center on code [C] and press the Backspace 


key [_ | to delete it 


e Press any key to return to the normal screen 
Your title should be at the left margin. 


e Go to step 6 
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6 Introduce your printer to WordPerfect 


WordPerfect needs a proper 
introduction to your printer before 
they can perform as a team. 


identify your e Press the Print key [_ | and type 4 for Printer Control 


printer 
Insert the WordPerfect supplementary diskette in 


Drive B if you have two disk drives and Drive A if you 
have a hard disk. 


e Type 3 to Select Printers 
e Find your printer and Enter the number 


/f your printer is not listed, refer to the Installation 
pamphiet or see your dealer. 


Select a Generally speaking, type O for parallel and 4 for 

communications serial. If you have a serial printer, WordPerfect will 

port ask for your printer's parity, stop bits, data bits and 
baud rate. Your printer manual should contain these 
settings. 


e Type the port number 


22. INTRODUCE YOUR PRINTER 


Hand Fed 


Continuous 


— 


Yar, 0000 
D = ss o 
i \ 


Choose a form Choose the form in which paper will be fed to your 
printer. 


If paper feeds automatically into your printer, you either 
have continuous forms or a cut-sheet feeder. 


e Type the corresponding number 
e Press the Exit key [| 
e Press the Enter key [emer] to return to your screen 


If you have two diskette drives and want to ‘‘reselect 
printers,”’ you must first delete WPRINTER.FIL from your 
WordPerfect working diskette. 
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Printa Print the paragraph on your screen 
aragraph 
Penge ree e Press the Print key [| and type 1 for Full Text Print 


If you are hand feeding paper into your printer, you 
will need to select GO from the Printer Control menu 
on the Print key after feeding a piece of paper one 
inch past the print head. 


If your printer does not print, make sure it is 
connected, switched on, on line, paper is loaded and 
you have made the correct choices while introducing 
WordPerfect to your printer. 


e Go to step 7 


24 [INTRODUCE YOUR PRINTER 


7 Exit WordPerfect 7 


When you are finished using WordPerfect, you must exit before turning off your 
computer. 


e Press the Exit key [| 


Notice the prompt “Save Document? (Y/N) Y’’ on your screen. 
e Type n for ‘‘no”’ 
e Type y for ‘‘yes’’ to Exit WordPerfect 


When you see the DOS prompt (i.¢e., B>, C>, etc.) at the bottom of the screen, 
you have exited WordPerfect. 


You may now turn your machine off or load another program. 


Whenever WordPerfect asks you a question you will see the default response at 
the cursor. For example, Save filename (Y/N) Y shows Y (yes) as the default. 
This means that you may press y or any key on the keyboard except n for a 
“‘yes’’ response. 


Notes about Each time you lose power or turn off the machine before 

exiting exiting back to the DOS prompt, you lose some of the 
disk’s ‘working space’ needed to edit large documents 
until finally WP DISK FULL appears. 


If the error message “WP disk full’’ appears on your 
screen, do the following to restore your ‘working space.”’ 
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Two disk drives 
e Insert the DOS diskette into Drive A 


e Insert your “working copy’’ of WordPerfect into 
Drive B 


e Enter a: chkdsk/f b: 

e Enter n if you are asked a question 
Hard disk 

e Enter chkdsk/f {em 

e Enter n if you are asked a question 


26 EXIT WORDPERFECT 


LEARNING 


The lessons in this section help you see how the pieces fit — how WordPerfect 
features work together to create a finished document. 


Before you start 
You should have prepared a Learning diskette and worked through the 
‘Preview WordPerfect’’ step in the Getting Started section before 
continuing. 
Each lesson walks you through toa finished document step-by-step. An 
introduction to each lesson shows you the finished document. Each step is 
illustrated to keep you on track. 


Ways to approach the lessons 
Here are some ways to approach the lessons: 
e Start at Lesson 1 and go straight through all twelve lessons 
e Finish Lessons 1-4, then select any lessons that might interest you 


e Look through the Lesson Reference in the following pages and find 
the lessons that use the features you want to learn about 


e Look through the finished documents at the beginning of the lessons 
and find a document you want to create 


You can repeat the lessons as often as you like. 


You should know 


The Supplementary diskette contains the files you need to complete the 
lessons. 


These lessons are designed for the default format that originally comes on 
the WordPerfect diskette (i.e., Margins = 10 & 74, Pitch = 10). 


An illustrated screen at the top of every page shows how your computer 
screen should look at the END of the step. 7 


2 LEARNING 


You should have 


_ Two Disk Drives 


A working copy of WordPerfect, 


and a Learning diskette. 


Instructions for creating these diskettes are found in the Getting Started 
section. 


Hard Disk 


The files from the WordPerfect and the Speller diskettes should be in a 
directory on your Hard Disk. 


Instructions for setting up WordPerfect on your Hard Disk are found in 
the Getting Started section. 


3 LEARNING 


Starting WordPerfect 


Two Disk Drives 


Insert the working copy of 
WordPerfect in Drive A and 
the Learning diskette in 
Drive B. 


Switch on your machine 
Enter the date and time 
Enter b: 


Enter a:wp 


Start the lessons. 


Exiting WordPerfect 


Press the Exit key 


e Type n for ‘no’ 


e Type y for ‘‘yes”’ 
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Hard Disk 


e Switch on your machine 
e Enter the date and time 


e Enter wp 


Start the lessons. 


Along the way 
If you want to stop a lesson and start over, 
e Press the Exit key 
e Type n when you see ‘Save Document?’ 
e Press the Enter key 
This will clear your screen and you can begin with step 1. 


If you press the wrong key and a menu or message appears, press the Cancel 
key to back out. 


If you’re not sure if you saved a file, use the List Files key to display a list of 
the files on your disk (see List Files in the Reference section). 


If WordPerfect can’t find a file, try typing the name of the file again or use 
the List Files key to check the files on your disk. 


If the computer beeps when you type or press a Function key, check the 
bottom of your screen for a blinking ‘Block on’’ message. Press the Block 
key to turn off the message. 


If you see ‘“‘Macro Def’ blinking at the bottom of your screen, press the 
Macro Def key to turn off the message. 
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Lesson 6 
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[1 LESSON 1 


In this lesson you type, print, and save a letter that confirms a reservation at 
Lone Pine National Park. 
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low fast can you find the Caps Lock, Escape, Tab and Arrow keys on your 
keyboard? 


Use the keyboard illustration in the Quick Reference pamphlet. 


Do you need to press the Enter key at the end of each line of text? 


No, word wrap will move the cursor down to the next line. 


Use the Help key to learn about cursor controls. 
Press the Help key | then press any arrow key. 


Press the Space Bar to return to the normal screen. 


‘ind the Center, Bold, Underline, Exit, and Hard Hyphen keys in the 
Quick Reference pamphlet and on your keyboard template. 


No time limit! 
What happens to the position number (Pos) at the bottom of your screen 
when you turn bold or underline on and off? 


The number will be bolded or underlined when the features are on. 


How many spaces are typed between sentences? 
Two. 


“What key is used to clear the screen? 


The Exit key. 
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1 Center, bold, and underline the heading 


Lone Pine National Park 


Doc1 Pg1 Ln3 Pos 10 


e Press the Center key [_ | 
e Press the Bold key {| to turn bold on 


e Press the Underline key [_ | to turn underline on 


Type Lone Pine National Park 


If you have a color monitor, underlined text will be displayed in a 
separate color. 


e Press the Bold key [| to turn bold off 


Press the Underline key [| to turn underline off 


Press the Enter key [ene twice 
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2 Use the Caps Lock key 


Lone Pine National Park 


RESERVATION CONFIRMATION 


Doc1 Pg1i Ln5 Pos 10 


e Press the Caps Lock key [| to turn Caps Lock on 
e Type reservation confirmation 


You do not need to use the Shift key. 


Use the Backspace key to erase mistakes. 


e Press the Caps Lock key [| to turn Caps Lock off 


If ‘‘Lone Pine National Park’ does not appear brighter than 
“RESERVATION CONFIRMATION” on your screen, use the Knobs on 
your monitor to adjust the brightness and contrast. 


twice 


e Press the Enter key 
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3 Type the inside address 


Lone Pine National Park 


RESERVATION CONFIRMATION 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Doc1 Pg1 Ln9 Pos 10 


e Type Frank D. Edwards and press the Enter key [Ere 
e Type 2345 N. Quail Road and press the Enter key 
e Type Birdseye, Utah 84666 and press the Enter key [ere twice 
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4 Type the salutation 


Lone Pine National Park 


RESERVATION CONFIRMATION 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Dear Mr. Edwards, 


Doc 1 Pgi Ln11 Pos 10 


e Type Dear Mr. Edwards, 


e Press the Enter key [ere] twice 
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5 Type the body of the letter 


Lone Pine National Park 


RESERVATION CONFIRMATION 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Dear Mr. Edwards, 


This letter is a confirmation of your request for a tradi- 
tional log cabin. 


The Mary Todd Lincoln Cabin has been reserved in your name 
for the week of June 10-17, 1984. The cabin includes three 
bedrooms, a full kitchen, large parlor, and a jacuzzi. Limousine 
Service is also available at no extra charge. 


Doc1 Pg1 bn19 Pos 10 


e Press the Tab key [| then type 


This letter is a confirmation of your request for a traditional log 
cabin. 


Position the hyphen and es Esc if asked to hyphenate a word. 


e Press the Tab key ar then type 


twice 


e Press the Enter key en 


The Mary Todd Lincoln Cabin has been reserved in your name for 
the week of June 10 


e Press the Hard Hyphen key [J then type 


17, 1984. The cabin includes three bedrooms, a full kitchen, 
large parlor, and a jacuzzi. Limousine Service is also available at 
no extra charge. 


e Press the Enter key |e") twice 
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6 Type the closing 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Dear Mr. Edwards, 


This letter is a confirmation of your request for a tradi- 
tional log cabin. 


The Mary Todd Lincotn Cabin has been reserved in your name 
for the week of June 10-17, 1984. The cabin includes three 
bedrooms, a full kitchen, large parlor, and a jacuzzi. Limousine 
Service is also available at no extra charge. 


Warmest regards, 


Ranger David Harris 
Park Reservations 


See enclosure 


Doc 1 Pg1 bkn27 Pos 23 


e Type Warmest regards, 
e Press the Enter key four times 
e Type Ranger David Harris and press the Enter key 


e Type Park Reservations and press the Enter key three times 
e Press the Underline key [| to turn underline on 
e Type See enclosure 


e Press the Underline key im to turn underline off 
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7 Print and save the letter then clear the screen 


Doct Pg1 Ln? Pos 10 


e Press the Print key [| 


e Type 1 to print the full text 


e Press the Exit key [| 


e Type y to save your document 


e Type letter and press the Enter key [Ente 


You have saved the letter on your disk and cleared the screen. 


e Press the Enter key [ener 


to clear your screen 
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What you have learned 
e The Backspace key deletes to the left 
e The Center key centers a line of text 
e How to bold and underline text 
e How to use the Caps Lock key 
e Word wrap automatically wraps the cursor at the end of a line 
e WordPerfect helps with hyphenation 
e Hard hyphens are used in words and phrases like “June 10-17" 
e The Tab key is used to indent the first line of a paragraph 
e Type two spaces between sentences 
e The Print key lets you print the document on the screen 


e The Exit key is used to clear your screen 


How to use it 


Business letters 
Letters of introduction 
Letters to friends 
Most correspondence 


IQ LEARNING 


(1 LESSON 2 


In this le 
sson you m 
ake som 
e changes to the reservation | 
n letter typed i 
in 


Lesson 1. 


\ 
o!} 
\ 
O° H Frank awards 
2345 N- quail RO 
o! pirdse Tran 84666 
\ 
\ pear Mr gawards+ 
O\ 
\ ghis letter is @ confirmation of your request for 2@ trad ' 
o\ tional 10g cabil 1 LS: 
whe Mary Diy been resetv in Y' ame 1o 
the wee ! ab judes three \ 
rex] OC! pimousin , 
| 1 Oo 


o! 
on” 
o' warmest © j 
\ oO! 
Oo ‘ ! 
1 ranger DAV+9 o! 
park Resery| ! 
oO} 1 
\ Oo; 
o! seo] | 
\ O1 
\ I 
e oO! 
I 
O\ ol 
ay ' . hone Rine Nationa) park 
\ ' rank 
\ Oo; 2345 ye oEawards 
‘ ' Tednete 
fo) f oO; 3 iseye, eee 
Oo} ot ear Mr. Edwa 666 October 3 
\ 1 rds, + 1984 
Thi 
fe) Y a L tlonaa ao, uatter 2 
\ f a 9 cabin, 8 a confirm 
O\ I for e Mar: ation 
\ oO; Beasts yfzY Todd Li of your re 
oms, of Ju; neoln quest 
fon) o! a fur7 pee 20-27 Cabin h other 
\ 1 avai uimousin itchen, q1984- oe beavis radi- 
o! fo} i able at @ Servic rge eee sente eaves i 
\ ' Wi no e: e fr or, inc n yo 
jarmest xtra ch, ‘om the and a 4 ludes ur nam 
o! ro ' regards arg airport ¢, jacuzzi hree le 
\ ! , a A 
o| ! is Ur cabin is 
in 
\ oO! Pare Davia 
‘ ! Resesecnaerd 
O\ o! vations > 
; i See enclosure 
fom O° H 
t 
oO; 
1 
Oo! 
I 
oO! 
1 
oO ! 
! 
' 
° I 
I 
onl] 


20 LESSON 2 


How many ways can you delete text from the screen? 


See ‘‘Delete Text’’ in the Reference section. 


How many cursor control keys are there? 


See “‘Cursor Control’ in the Reference section. 


Use the Glossary to learn about right justification. 


No time limit! 


What happens when you replace a file? 
The original file on the disk is replaced by the document on your 
screen. 

How can you save both the original and edited documents? 


Use different names. 


What is editing? 


See the glossary in the Introduction. 


Use the Help key to learn about the Delete EOL (End of Line) key. 
Press the Help key [| then press the Delete EOL key [_ |. 


Press the Space Bar to return to the normal screen. 
Is the actual file or a copy of the file brought to your screen when you 


retrieve a file from disk? 


Just a copy. 
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1 Retrieve the Reservation letter 


Lone Pine National Park 


RESERVATION CONFIRMATION 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Dear Mr. Edwards, 


This letter is a confirmation of your request for a tradi- 
tional log cabin. 


The Mary Todd Lincoln Cabin has been reserved in your name 
for the week of June 10-17, 1984. The cabin includes three 
bedrooms, a full kitchen, large parlor, and a jacuzzi. Limousine 
Service is also available at no extra charge. 


Warmest regards , 


Ranger David Harris 
Park Reservations 


Doc1 Pg1 Ln1 Pos 10 


e Press the Retrieve key [| 
e Type letter and press the Enter key 


[f you have not completed lesson 1, retrieve “‘letter1.Irn’’, press the 
Save key, type ‘‘letter’’, then press the Enter key. 
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2 Delete a line and insert the current date 


Lone Pine National Park 
October 3, 1984_ 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Dear Mr. Edwards, 


This letter is a confirmation of your request for a tradi- 
tional log cabin. 


The Mary Todd Lincoln Cabin has been reserved in your name 
for the week of June 10-17, 1984. The cabin includes three 
bedrooms, a full kitchen, large parlor, and a jacuzzi. Limousine 
Service is also available at no extra charge. 


Warmest regards, 


Ranger David Harris 
Park Reservations 


Doc1 Pg1 bLn3 Pos 75 


e Move the cursor to the beginning of “RESERVATION” (Ln 3 Pos 10) by 
pressing the Down Arrow key twice 
The line and position numbers are at the bottom of the screen. 

e Press the Delete EOL (End of Line) key [| 

Press the Flush Right key im 

Press the Date key [| 


e Type 1 to insert the current date 


The date will read “January 1, 1980’’ if you did not enter the date 
when you “‘booted’’ your machine. 
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3 Create and edit a new paragraph 


Lone Pine National Park 
October 3, 1984 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Dear Mr. Edwards, 


This letter is a confirmation of your request for a tradi- 
tional log cabin. 


The Mary Todd Lincoln Cabin has been reserved in your name 
for the week of June 10-17, 1984. The cabin includes three 
bedrooms, a full kitchen, large parlor, and a jacuzzi. 


Limousine Service from the airport to your cabin is 
available at no extra charge. 


Warmest regards, 


Doc1 Pg1 Ln18 Pos 64 


e Move the cursor to the first letter of ‘Limousine’ (Ln 16 Pos 66) 
e Press the Backspace key [| twice 
e Press the Enter key twice 
e Press the Tab key [| 
e Press Word Right key three times 
e Press the Delete Word key [| 
e Press the Word Left key i) 
e Type from the airport to your cabin and press the Space Bar 
e Press the Rewrite key [| 
You can press the Cancel key to cancel hyphenation. 
e Press the Cancel key [| 
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4 Center the page and turn off Right Justification 


ae Pg] [Rt Just Off] [*] [C]{B] [U] Lone Pine National Park [b)[u] [c) [HRt) 
Rt 

[A]lOctober 3, 1984 [a] [HRt] 

(HRt] 


e Move the cursor to the beginning of the document by pressing the 
Home key [_] twice, then the Up Arrow key 

e Press the Page Format key 

e Type 3 to center the page, then press the Enter key 
The text is centered at the printer — not on the screen. 

e Press the Print Format key [| 

e Type 3 to turn Justification off, then press the Enter key 
The right margin will be uneven when the letter is printed. 

e Press the Reveal Codes key im 
Notice the [Center Pg] and [Rt Just off] codes in the letter. 
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la What you have learned 


e The Retrieve key is used to bring a copy of the ‘saved’’ document 
from your disk to your screen 


e How to move the cursor 

e How to center a page (at the printer) 

e How to print a ragged right margin 

e How to replace a file on disk with the document on your screen 
e The Delete EOL (End of Line) key erases a line of text 

e The Flush Right key lets you enter text at the right margin 
e The Date key inserts the current date 

e The Word Right key moves the cursor one word to the right 
e The Delete Word key deletes the word at the cursor 

e The Word Left key moves the cursor one word to the left 

e The Rewrite key reformats edited text on your screen 

e The Cancel key cancels hyphenation 


e The Reveal Codes key lets you see the codes in your document 


How to use it 


Insert text 

Delete words 

Delete lines of text 
on Make new paragraphs 
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(| LESSON 3 


In this lesson you make additional changes to the reservation letter. Some of the ~~ 
changes appear on your screen. Some of the changes appear only when the 
letter is printed. 
OF abt Oo 
ton tor eee | 
Sigel 
Ranger David Harris 
Park Reservations 
See enclosure 
yn 
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Where is § Search on your Template? 


See the Quick Reference pamphlet. 


What are the default margins, spacing and page length in WordPerfect? 
Margins — 10 left and 74 right 
Spacing — 1 
Page Length — 66 form length and 54 lines of text 


Where is a complete list of initial settings? 


See “Formatting’’ in the Reference section. 


Use the Help key to learn about the Rewrite key. 

Press the Help key [J then press the Rewrite key [_ ]. 
should you remove the WordPerfect diskette or turn off the computer 
before exiting WordPerfect? 

No! 

What error message will you eventually see if you continue to turn the | 
computer off before exiting WordPerfect? 

WP Disk Full - Strike any key to continue. 


See Error Messages in the Reference section. 


Do hard and floppy disks ever fail? 


Yes, that is why you always want to keep backups. 
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1 Retrieve the reservation letter 


Lone Pine National Park 


October 3, 1984 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Dear Mr. Edwards, 


This letter is a confirmation of your request for a tradi- 
tional log cabin. 


The Mary Todd Lincoln Cabin has been reserved in your name 
for the week of June 10-17, 1984. The cabin includes three 
bedrooms, a full kitchen, large parlor, and a jacuzzi. 


Limousine Service from the airport to your cabin is 
available at no extra charge. 


Warmest regards, 


Doc1 Pg1 Ln1 Pos 10 


Press the List Files key [_ | 
Press the Enter key 


Press the Right Arrow key until you see ‘letter’ highlighted 


Type 1 to retrieve the letter 


If you have not completed lesson 2, retrieve “‘letter2.Irn’’ press 
the Save key, type ‘‘letter’’ then press the Enter key. 
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2 Change the left and right margins 


Lone Pine National Park 


October 3, 19 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Dear Mr. Edwards, 


This letter is a confirmation of your request for a traditional log cabin. 


The Mary Todd Lincoln Cabin has been reserved in your name for the week of 
June 10-17, 1984. The cabin includes three bedrooms, a full kitchen, large 
parlor, and a jacuzzi. 


Limousine Service from the airport to your cabin is available at no extra 
charge. 


Warmest regards, 


Doc1 Pg1 Ln1 Pos 12 


Press the Line Format key [| 
Type 3 for Margins 
Enter 12 [ener 


then Enter 90 


Press the Rewrite key im 
Press the Line Format key [_ | 


Type 1 for Tabs 
Press the Delete EOL key im to erase all tab stops 


Enter 12,5 
This inserts tab stops every 5 spaces beginning at Pos 12. 


Press the Exit key {_ | to exit the tab menu 
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3 Change the pitch, page length, and lines per inch 


[Margin Set:12,92] [Tab Set12,17,22,27,32,37,42,47,52,57,62,67,72,77,82,87,92,97 
102,107,112,117,122,127,132,137,142,147,152,157] [Font Change:12,1] Pg Lnth:66,7 
2) (LPI:8] [* ] [Center Pg] [Rt Just Off] [C] [B] [UJLone Pine National Park[b][u][c] [HR 
t] 


(HRt] 
[A] October 3, 1984 [a] [HRt] 
(HRt] 


e Press the Print Format key [| to change from 10 to 12 pitch 
e Type 1 for Pitch 


Enter 


e Press the Enter key 


e Enter 1 2 [fer] 


twice 


C2 = 


e Press the Page Format key [| to change the page length 


e Type 4 for Page Length 
e Type 3 for Other’ then press the Enter key [ere 
e Type 72 then press the Enter key Jere twice 
e Press the Print Format key [| to change from 6 to 8 lines per inch 
e Type 2 for Lines per Inch 
e Type 8 and press the Enter key [ener twice 
e Press the Reveal Codes key [| 
Find the three settings — [Font Change:12,1]{Pg Lnth:66,72][LPI1:8]. om 
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4 Change the body of the letter to double spacing 


Lone Pine National Park 


October 3, 19 


Frank D. Edwards 
2345 N. Quail Road 
Birdeye, Utah 84666 


Dear Mr. Edwards, 


This letter is a confirmation of your request for a traditional log cabin. 


The Mary Todd Lincoln Cabin has been reserved in your name for the week of 
June 10-17, 1984. The cabin includes three bedrooms, a full kitchen, large 


parlor, and a jacuzzi. 


Limousine Service from the airport to your cabin is available at no extra 


Doc 1 Pg1 Ln1i1 Pos 12 


Press the Space Bar to return to the normal screen 


Press the ® Search key [_ | 


Press the Tab key [| then the Search key | | to move your cursor 
to the first tab. 


Press the Left Arrow key 
Press the Line Format key [| 


Type 4 for Spacing 


Enter 2 for double spacing 
om e Press the Rewrite key [| 
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Save and print the letter then clear the screen 


Doc1 Pg1 Ln1 Pos 10 


e Press the Exit key { | 

e Type y then type letter. 1 

e Press the Enter key [ene twice 

e Press the List Files key [| 

e Press the Enter key [emer 

e Use the Arrow keys to move to “LETTER.1”’ 
e Type 4 to print the file 
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6 Delete the first revisions of the letter 


01/01/80 01:54 Directory B:/*.* 
Document Size: 0 Free Disk Space: 336896 
Fitename.Ext Size Date Time Filename.Ext Size Date Time 


CAMPS .LRN 695 10/08/84 01:40 | FISH LRN 209 10/24/84 01:52 
GRAPH .LRN 1596 10/08/84 01:41 | GRAPH1 .LRN 1596 10/08/84 01:43 

LETTER «1 619 10/08/84 01:41 
LETTER1.LRN 524 10/08/84 08:47 | LETTER2 LRN 551 10/08/84 09:03 
MERGE .LRN 582 16/23/84 16:30 | NOTICE LRN 522 10/08/84 02:22 
PERMITS.LRN 2791 10/22/84 02:46 | REPORT LRN 3313 10/22/84 02:47 
REPORT1.LRN 3314 10/08/84 12:22 | ROCK LRN 233 10/24/84 14:11 
SANDS .LRN 232 10/24/84 14:10 | SILVER LRN 254 10/24/84 14:11 
STATIONS.LRN 291 10/25/84 08:30 | TREES LRN 1438 10/08/84 10:23 


1) Retrieve Text, 2) Delete; 3) Rename; 4) Print 5) TextIn: 


e Use the Arrow keys to move to ““LETTER™ 
LETTER should be in reverse video. 

e Type 2 then type y 

e Press the Enter key [emer] 
You have deleted the ““LETTER’’ file from your disk 
“LETTER.1” contains the edited version of the “LETTER’’ file. 


The actual files on your screen may be different than those on the 
screen above. 
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What you have learned 
e The List Files key shows you the files on a disk 
e You can retrieve, delete and print a file from List Files 
e The Line Format key lets you change margins, tabs, and spacing 
e The Print Format key lets you change pitch and lines per inch 


e The Page Format key lets you change page length and center the page at 
the printer 


How to use it 


Change the appearance of a printed page 
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Notes 


‘| LESSON 4 


When your printed document doesn't look right, you may have some extra 
WordPerfect codes in your file. In this lesson you learn to find and delete 


unwanted codes. 


BUPPALO PERMITS 
General season 1284 


are requ 
refreshments wil) be served 


Permit Lottery 


Big Ga 
TotLsen® Control established seasons ermi 
for the Current ‘burtaie 


d 
at Lone Pine Visitor's Center on 


for choice buffalo 
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What is a ‘‘code’’? 


See the Glossary in the Introduction. 


Why does WordPerfect ‘‘hide’’ the codes in your text? 


So that the document on your screen looks similar to the printed 
document. 


Can you delete WordPerfect codes in the same way you delete other 
characters? 


Yes. 


Will the Search key look for codes as well as other characters? 

on Yes. 
Where can you find a list of all the WordPerfect codes and what they 
mean? 


See the Codes page in the Reference section. 
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1 Retrieve and print the Buffalo Permits document 


A 3-day season, December 31 - January 2, for the taking of buffalo is 
prescribed for the Lone (Pine) Game Reserve. A person with a valid buffalo permit 
(e) may take one (1) buffalo of the hunter's choice. It shall be unlawful for a 
person to possess more than one buffalo permit per season. In addition, hunters 
are required to attend a Buffalo Orientation Seminar where light refreshments 
will be served. 


Remit Lottery AAA A/\Maliona 


The Board of Big Game Control established seasons, permit numbers and permit 
lottery procedures for the current buffalo hunt. The lottery will be held at 


Lone Pine Visitor's Center on December 25,.1984 at 7:00 a.m. 


It is the intention of the board to select these permits in advance to allow 
permittees more time to better plan for their hunt. 


peesreharins Atlan ee 


Ten permits for choice buffalo will be awarded to the highest bidders. Sealed 
bids will be accepted at Lone Pine Division Headquarters on February 29 at 


midnight. A minimum bid of $3000_ig required Succespful bidders will have one 
day to submit their bid Cinema) 
Lone Pine National Park 
\e 
RREPALOPERAITS” 
pou 


A 3-day season, 1 - January 2, for the taking of buffalo is 
prescribed for A person with a valid buffalo permit 
may take (1) buffalo of the hunter's choice> shall be unlawful for a 


to possess more than one buffalo permit per season. In hunters 


a0 ©0 CO 8 6 OO OOO CGO O O 0.0 6 


O° 
Oooo 0cogooaogqnoaooaooooooaooaoooo 0 6 0 


L 


e Press the Retrieve key LJ 


e Type permits.Irn and press the Enter key 


e Press the Print key LJ and select the Page Print option by typing 2 


Find and circle the errors in the document you just printed. 
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2 Delete a block of text 


midnight. A minimum bid of $3000 is required. Successful bidders will have one 
day to submit their bid ies) 
' ; 
\e 
(--BUEEALO-PERMITS” 
poud ont 
pou 


A 3-day season, Dect 


- January 2, for the taking of buffalo is 
prescribed for A person with a valid buffalo permit 
may take (1) buffalo of the hunter's chof shall be unlawful for a 
to possess more than one buffalo permit per season. Sition, hunters 


OO) ‘ONO. 10) O- >. Oy Os LO: +O 
O..0 “CO (OO QNOFO 1 OO 


The “‘permit.irn”’ file has double documentitis. The file contains two 
copies of the same document. In this step you will see how to delete the 
second copy of the document. 


Move the cursor to the end of the first document (Ln 50 Pos 65) 


Press the Block key 


al 


Press the Home key |__|} twice, then the Down Arrow key 


This will move you to the end of the unwanted text. 


Press the Backspace key [] and type y to delete the unwanted text. 


Press the Home key ||___|j twice, then the Up Arrow key It | 


2 


This will move you to the top of the document. 
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3 Delete unwanted codes 


[4][Margin Set:12,80][Margin Set: 10,74}[Margin Set 12,92)}[Center Pg][Font Change 


:12,1)[Pg Lnth:66,72)][LPI:8][U]Lone Pine National Parkfu][HRt) 
HRt] 

(OIBI[U]BUFFALO PERMITS{[u][b]{c](HRt) 
(HRt] 


[Center Pg][A][U]Lone Pine National Park[u)[HRt] 
HRt : 

{CHIBILUJBUFFALO PERMITS[u)[b][c)[HRt) 
(HRt] 


e Press the Reveal Codes key [_ | 


Notice that there are three margin sets. The last margin set is the only 
one affecting the text. 


e Press the Delete key [ | three times to delete the three margin sets 
e Press the Right Arrow key to pass by the Center Page code 

Your cursor should be to the right of the [Center Pg] code. 
e Press the Delete key [ | three times to delete the Font Change, Page 


Length, and Lines per Inch codes 


e Press the Space Bar to return to the normal screen 
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4 Delete more unwanted codes 


[HRt 
ICIEMUIBUFFALO PERMITS[uJ{b][c][HRt) 
[HRt : 


{A}(Undrl Style:7][HRt] 
[U]General Season[TAB][TABJ[TAB]| TAB}1984[u][HR¢] 


(HRt] 
[Spacing Set2][TAB]A 3-day season, December 31 - January 2, for the taking of[S 
Rt] 


e Press the § Search key [| 
e Press the Line Format key [| 
e Type 1 to search for tab setting 
e Press the §Search key [_ | to start the search 
e Press the Backspace key [| and type y 
This deletes the unwanted tab stops. 
e Press the Reveal Codes key {| 


Notice the [Undr! Style:7] code. Continuous underlining (style: 
Continuous Single) underlines between tabs. 


e Press the Delete key [| to delete the underline mode 


e Press the Space Bar to return to the normal screen 
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5 Delete the Spacing code 


Lone Pine National Park 
BUFFALO PERMITS 
1984 


General Season 


- .A 3-day season, December 31 - January 2, for the taking of 
buffalo is prescribed for the Lone Pine Game Reserve. A person 
with a valid buffalo permit may take one (1) buffalo of the 

hunter's choice. It shall be unlawful for a person to possess 

more than one buffalo permit per season. In addition, hunters 

are required to attend a Buffalo Orientation Seminar where light 
refreshments will be served. 


Permit Lottery 


The Board of Big Game Control established seasons, permit 
numbers and permit lottery procedures for the current buffalo 
hunt. The lottery will be held at Lone Pine Visitor's Center on 
December 25, 1984 at 7:00 a.m. 


1984 


It is the intention of the board to select these permits in 
advance to allow permittees more time to better plan for their 


Doc1 Pg1i Ln8 Pos 10 


Press the § Search key [| 

Press the Line Format key [_ | 

Type 4 to search for Spacing 

Press the §Search key |_| to start the search 
Press the Backspace key [_ | and type y 


This deletes the unwanted spacing code. 


Press the Rewrite key [| to reformat the screen 
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6 Find the Bold problem 


[U]General Season{TAB][TAB][TABJ[TAB]1984[u][HRt] 
HRt 


[TABJA 3-day season, December 31 - January 2, for the taking of[SRt] 

buffalo is prescribed for the [B][4]Lone[b]P[B][b]ine[U][u] [B]Game Reserve[b]. 
[ JA person[SRt} 

with a valid buffalo permit may take one (1) buffalo of the[SRt] 

hunter's choice.[ ] It shall be unlawful for a person to possess[SRt] 

more than one buffalo permit per season ] In addition, hunters[SRt] 


Press the § Search key {| to look for Bold 
Press the Bold key [| 

Press the § Search key [| to start the search 
Press the Reveal Codes key [| 


Notice the extra |B] and |U]| codes. 
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1 Delete the extra Bold and Underline codes 


Lone Pine National Park 
BUFFALO PERMITS 
1984 


General Season 


A 3-day season, December 31 - January 2, for the taking of 
buffalo is prescribed for the Lone Pine Game Reserve. A person 
with a valid buffalo permit may take one (1) buffalo of the 

hunter's choice. It shall be unlawful for a person to possess 

more than one buffalo permit per season. In addition, hunters 

are required to attend a Buffalo Orientation Seminar where light 
refreshments will be served. 


Permit Lottery 1984 
The Board of Big Game Control established seasons, permit 
numbers and permit lottery procedures for the current buffalo 
hunt. The lottery will be held at Lone Pine Visitor's Center on 
December 25, 1984 at 7:00 a.m. 


It is the intention of the board to select these permits in 
advance to allow permittees more time to better plan for their 


Doc1 Pg1 Ln9 Pos 51 


e Press the Right Arrow key four times 

e Press the Delete key [ | to delete the [b] code 

e Press the Right Arrow key three times 

e Press the Backspace key [_ | to delete the [b] code 
e Press the Right Arrow key three times 

e Press the Delete key [| to delete the [U] code 

e Press the Right Arrow key twice 


e Press the Space Bar to return to the normal screen 
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8 Correct the overprinting problem 


December 25, 1984 at 7:00 a.m. 


It is the intention of the board to select these permits in 
advance to allow permittees more time to better plan for their 
hunt. 


Choice Permits 1984 


Ten permits for choice buffalo will be awarded to the 
highest bidders. Sealed bids will be accepted at Lone Pine 
Division Headquarters on February 29 at midnight. A minimum bid 
of $3000 is required. Successful bidders will have one day to 

submit their bid in a brown paper envelope to Ranger John T. Smith. 


Doc1 Pgi Ln33 Pos 53 


e Move to the end of the document by pressing the Home key twice 
then the Down Arrow key al 


e Press the Reveal Codes key [| 


Notice that the phrase “‘a brown paper envelope’ was hidden by a 
center code. 


e Press the Space Bar to return to the normal screen 


e Press the @Search key [| 

e Press the Center key [J 

e Press the Search key [| to start the search 
The cursor stops in the middle of the word “into”. 

e Press the Backspace key [| then type y 


The text hidden by the center code appears on the screen after the 
center code is deleted. 
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Print and save the letter then clear the screen 


Doc1 Pg1 ini 


e Press the Print key [| 

e Type 2 to print the page 

e Press the Exit key [| and type y 
e Type permits. 1 


e Press the Enter key [enter twice 
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What you have learned 
e How to print a page 
e How to delete a block of text 


e You can use the Right and Left Arrow keys to move the cursor in the 
Reveal Codes screen 


e You can delete codes and text in the Reveal Codes screen 
e The B Search key lets you search for tab, spacing, and other codes 


e The Center code can hide text on the screen 


How to use it 


Search and delete unwanted codes 
Delete text to the right (Delete key) 
Delete text to the left (Backspace key) 
Delete blocks of text 
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Which key deletes an entire word? 

The Delete Word key. 
What other key, besides the Save key, lets you save the document on your 
screen? 


The Exit key. 


What is the difference between ‘‘cut’’ and ‘‘copy’’ on the Move key? 


Cut — copies the text and deletes it from the screen. 
Copy — only copies the text. 


How does WordPerfect define a sentence, paragraph, or page on the Move 
key? 


Sentence — text that ends with a period, question mark, or 
exclamation mark. 

Paragraph — text that ends with a [HRt] code (Enter key). 
Page — text that ends with a [HPg] or [SPg] code. 


Use the Help key to learn about the Left Margin Release? 


Press the Help key, then the @Margin Release key. 


How do you change the Left Margin Release value? 


Change the tab stop. 
Which keys can you use to retrieve a document from your disk? 


The Retrieve key or the List Files key. 


rc 


Ol LEARNING 


Retrieve the Tree Permit document 


Lone Pine National Park 


Christmas Tree Harvest - 1984 


There are several varieties of evergreen trees which can be 
harvested. They are not hard to tell apart as the leaves 
(needles) and cones are usually quite different: 


2. Pines - Needles gathered together at the base 
in bunches of one to five in a little sheath 
that often wears off after the first year. 


3. Spruces - Needles scattered over the twigs 
singly, less than an inch long. Cones have 
thick woody scales. 


1. Juniper or Cedar - Needles reduced to 
little green scales on the twigs, cones 
reduced to small bluish berries. 


It is essential that anyone cutting Christmas trees for 
personal or commercial use be able to identify the trees that can 
be legally harvested. 


Doc1 Pg1 Lni Pos 10 


e Press the Retrieve key [| 
e Type trees.Irn and press the Enter key [Ere 


B2. LESSONS 


2 Center, capitalize, and underline the title 


LONE PINE NATIONAL PARK _ 


Christmas Tree Harvest - 1984 


There are several varieties of evergreen trees which can be 
harvested. They are not hard to tell apart as the leaves 
(needles) and cones are usually quite different: 


2. Pines - Needles gathered together at the base 
in bunches of one to five in a little sheath 
that often wears off after the first year. 


3. Spruces - Needles scattered over the twigs 
singly, less than an inch long. Cones have 
thick woody scales. 


1. Juniper or Cedar - Needles reduced to 
little green scales on the twigs, cones 
reduced to small bluish berries. 


It is essential that anyone cutting Christmas trees for 
personal or commercial use be able to identify the trees that can 
be legally harvested. 


Doc 1 Pg1 Ln1 Pos 54 


Press the Center key |_| 

Press the Block key [| 

Press the Home key | | then the Right Arrow key 
Press the Switch key [| 

Type 1 to change the block to upper case letters 


Press the Underline key [| 
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3 Move the fifth paragraph to the beginning of the document 


Christmas Tree Harvest - 1984 


= It is essential that anyone cutting Christmas trees for 
personal or commercial use be able to identify the trees that can 
be legally harvested. 


There are several varieties of evergreen trees which can be 
harvested. They are not hard to tell apart as the leaves 
(needles) and cones are usually quite different: 


2. Pines - Needles gathered together at the base 
in bunches of one to five in a little sheath 
that often wears off after the first year. 


3. Spruces - Needles scattered over the twigs 
singly, less than an inch long. Cones have 
thick woody scales. 


1. Juniper or Cedar - Needles reduced to 
little green scales on the twigs, cones 
reduced to small bluish berries. 


If you are interested in harvesting trees in 1984, fill out 
the request form below and send it to: 


Doc1 Pg1i Ln5 Pos 10 


Move the cursor to ‘Ln 21 Pos 10° 


Press the Move key |_| 
Type 2 to specify only the paragraph 


Type 1 to cut the paragraph 


Move the cursor to “Ln 5 Pos 10” 


Press the Move key [| 


Type 5 to retrieve the paragraph 
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Put the tree descriptions in their numeric order 


There are several varieties of evergreen trees which can be 
harvested. They are not hard to tell apart as the leaves 
(needies) and cones are usually quite different: 


1. Juniper or Cedar - Needles reduced to 
little green scales on the twigs, cones 
reduced to small bluish berries. 


Pines - Needies gathered together at the base 
in bunches of one to five in a little sheath 
that often wears off after the first year. 


3. Spruces - Needles scattered over the twigs 
singly, less than an inch long. Cones have 
thick woody scales. 


If you are interested in harvesting trees in 1984, fill out 
the request form below and send it to: 


John T. Smith 
Park Director 
Lone Pine National Park 
Freemont, Utah 84666 


Doc1 Pg1 Ln12 Pos 10 


Move the cursor to ‘‘Ln 20 Pos 10”° 


Press the Block key [_ | 


Move the cursor to ‘Ln 24 Pos 10” 


Press the Move key |_| 


Type 1 to cut the block 
e Move the cursor to ‘Ln 12 Pos 10” 


Press the Move key [| 
e Type 5 to retrieve the block 


O00 LEARNING 


QO Create another description using a “hanging” paragraph 


There are several varieties of evergreen trees which can be 
harvested. They are not hard to tell apart as the leaves 
(needles) and cones are usually quite different: 


1. Juniper or Cedar - Needles reduced to 
little green scales on the twigs, cones 
reduced to small bluish berries. 


Pines - Needles gathered together at the base 
in bunches of one to five in a little sheath 
that often wears off after the first year. 


3. Spruces - Needles scattered over the twigs 
singly, less than an inch long. Cones have 
thick woody scales. 


4. Firs - Needles flat and blunt, mostly grooved 
on upper side, leaving flat round scars when 
they fall off. 


lf you are interested in harvesting trees in 1984, fill out 
the request form below and send it to: 


Doc1 Pg1 Ln28 Pos 10 


Move the cursor to ‘Ln 24 Pos 10”’ and press the Enter key [Ener] 
Press the indent @ key [| twice 

Press the @ Margin Release key [| 

Type 4. and press the Tab key [| 


e Type 


Firs - Needles flat and blunt, mostly grooved on upper side, 
leaving flat round scars when they fall off. 


e Press the Enter key 


A hanging paragraph indents all but the first line of the paragraph. 


Use the ®/ndent key if you don’t want the paragraph indented from the 
right margin. 
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6 Copy and move a sentence 


(needles) and cones are usually quite different: 


1. Juniper or Cedar - Needles reduced to 
little green scales on the twigs, cones 
reduced to small bluish berries. 


Pines - Needles gathered together at the base 
in bunches of one to five in a little sheath 
that often wears off after the first year. 


3. Spruces - Needles scattered over the twigs 
singly, less than an inch long. Cones have 
thick woody scales. 


4. Firs - Needles flat and blunt, mostly grooved 
on upper side, leaving flat round scars when 
they fall off. Cones have thick woody 

scales. 


If you are interested in harvesting trees in 1984, fill out 
the request form below and send it to: 


John T. Smith 
Park Director 


Doc1 Pgi tLn27 Pos 36 


e Move the cursor to ‘‘Cones’’ in the third tree description (Ln 22 Pos 53) 
e Press the Move key [| 


e Type 1 to specify the sentence 


Type 2 to copy the sentence 


Move the cursor to the end of the fourth tree description (Ln 27 Pos 34) 


Press the Move key [| 


Type 5 to retrieve the sentence 


Press the Space Bar twice 


Press the Rewrite key [| 


ee | 
~] 
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? Add “Number of trees” to the request slip 


Request for Tree Harvest 


Name ssSC Date of Harvest___SEES 
Address 


Type of tree Number of trees _ 


Doc1 Pg1 Ln51 Pos 60 


e Move the cursor to “Ln 51 Pos 10°’ 
e Press the Block key [| to turn block on 


e Press the Home key |] then the Right Arrow key to define the 
block 


Press the Move key [| 


e Type 2 to copy the block 
Press the Tab key [| twice 
e Press the Move key {| 


e Type 5 to retrieve the block 


e Press the Delete Word key [| , type Number and press the Space 
Bar 


e Change ‘‘tree’’ to ‘‘trees’’ by pressing the Right Arrow key seven 
times and typing s 
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8 Print the request slip 


Date of Harvest 


Address 


Type of tree Number of trees 


e Move the cursor to ‘‘Ln 37 Pos 10” 

e Press the Block key [| 

e Press the Home key [| twice, then the Down Arrow key 
e Press the Print key [| 

e Type y 

Press the Block key [| 
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9 Print and save the edited Tree Permit then clear your screen 


Doc1 Pg1 Ln1 Pos 10 


e Press the Print key [J 
e Type 1 to print the full text 
e Press the Exit key [| and type y 


e Type trees.1 and press the Enter key twice 
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What you have learned 
e The Block key will bold, underline, and capitalize an existing block of text 
e The Center key centers an existing line of text 
e The Move key lets you move sentences, paragraphs, pages, or blocks of text 


e You should create a hanging paragraph using the #Indent@ or §Indent 
key and the @Margin Release key | 


How to use it 


Rearrange your text 
Center, bold and underline existing text 
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[] LESSON 6 


In this lesson you use the Spell feature to check the spelling of Ranger John T. 
Smith's annual report. 


tg activities: 


aD 
Nh 


LESSON 6 


Can you add words to the Speller? How many? 


Yes. You are only limited by space on your disk. 


Will the Speller check syntax errors (structure and use)? 
No. 


Will the Speller catch double occurrences of a word? 


Yes. 


Does WordPerfect give a word count? 


Yes, when spell-checking ends. 


How can you add a whole list of words to the Speller? 


Use the Speller Utility (see the Speller section). 
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Retrieve the Annual Report document 


Lone Pine National Park 
Anual Report 
1984 


Compiled by 
Ranger John T. Smith 
Park Director 


See Meme ew ee we meee we wee eet eC e Taw BFA Baneaneeeeawsea were e wee ewes seceecanoouneer ann 


PREFACE 


This report is a summary of the year's activities, 
as well as goals for the four divisions of Lone Pine 
National Park for 1985. 


Doc1 Pg1 Ln1 Pos 10 


e Press the ketrieve key LJ 
e Type report.Irn and press the Enter key [Ere 
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2 Start the Speller 


Lone Pine National Park 
Anual Report 
1984 


Compiled by 
Ranger John T. Smith 
Park Director 


PREFACE 


This report is a summary of the year's activities, 
as well as goals for the four divisions of Lone Pine 
National Park for 1985. 


Check: 1 Word; 2 Page; 3 Document; 4 Change Dictionary; 5 Look Up; 6 Phonetic. 


Two Disk Drives Hard Disk 
e Remove the disk from Drive B e Press the Spell key [| 
e Put the Speller diskette in Your screen should look 
Drive B like the screen above. 
e Press the Spell key im e Select the Document option by 
typing 3 


Your screen should look 


like the screen above. 
The files “SPELL.EXE’’ and 


e Select the Document option by “LEX WP” should be in the 
typing 3 word directory. 
a WordPerfect should be in 
Drive A. 
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3. Correct Anua! 


Lone Pine National Park 
-Anual Report 
1984 
Compiled by 
NotFound! 1 Skip once; 2 Skip; 3 Add Word; 4 Correct; 5 Look Up; 6 Phonetic 


e Select the Correct option by typing 4 


e Press the Right Arrow key 
e Type n and press the Enter key 
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4 Correct Reservior 


trails, and environmental concerns. 


Division IV - Lone Pine Reservior. 
This section covers water conservation programs, 
periodic inspections, and water safety programs. 


NotFound! 1 Skip once; 2 Skip; 3 Add Word; 4 Correct; 5 Look Up; 6 Phonetic 


e Press the Right Arrow key eight times 
Press the Delete key [| 


Press the Left Arrow key 
Type o and press the Enter key 


You can press the Right Arrow key to automatically enter the 
“Correct’”’ option. 
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5 Correct Reccomendation 


Bighorn Sheep. The permits were issued by lottery, 
bid, and once-in-a-lifetime priorities. The hunting 
hours were continued as per reccommendation of the 1983 
improvement proposal (ANPI-83-LPNP);: 


HUNTING HOURS 


Not Found! 1 Skip once; 2 Skip; 3 Add Word; 4 Correct; 5 Look Up; 6 Phonetic 


e Select the Look Up option by typing 5 
e Type rec*tion and press the Enter key [Emer] 


e Enter the number next to the correct spelling of ‘‘recommendation”’ 
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6 Skip ANP! 


Bighorn Sheep. The permits were issued by lottery, 
bid, and once-in-a-lifetime priorities. The hunting 

hours were continued as per recommendation of the 1983 
improvement proposal (ANPI-83-LPNP): 


HUNTING HOURS 


All permits were monitored by the Ranger and 


Not Found! 1 Skip once; 2 Skip; 3 Add Word; 4 Correct; 5 Look Up; 6 Phonetic 


e Select the Skip option by typing 2 
This will skip ANPI for the rest of the document. 
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7 Correct Lisence 


this program are as follows: 


1. Attend ten hours of instructions over a five week 
period. 


2. No lisence will be given until the course is 
completed. 


3. A Blue Card will be issued upon completion of the 
course. 


Not Found! 1 Skip once; 2 Skip; 3 Add Word; 4 Correct; 5 Look Up; 6 Phonetic 


e Select the Look Up option by typing 5 


e Type li?en?* and press the Enter key 


e Enter the number next to the correct spelling of “‘license’’ 
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8 Add Krivosi 


The Blue Card does not need to be on the hunter's 
person while in the field; it need only be 
presented when receiving the game permit. 


5. Any violation of the regulation will mean automatic 
forfeiture of the Blue Card (except in Krivosi: 
Heights). 


The goals and improvements for the 1985-86 hunts 


Not Found! 1 Skip once; 2 Skip; 3 Add Word; 4 Correct; 5 Look Up; 6 Phonetic 


e Select the Add Word option by typing 3 


The word is added to the file ““{WP}LEX.SUP”’. 
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Q Correct thru 


Park was able to meet most of its outstanding 


obligations. The program improvement proposal for the 
1985-86 year can, in part, be funded thru park 

revenues. However, the donated funds mentioned in the 
proposal are needed to complete the 1985-86 projects. 


Not Found! 1 Skip once; 2 Skip; 3 Add Word; 4 Correct, 5 Look Up; 6 Phonetic 


e Select the Phonetic option by typing 6 


e Enter the number next to the correct spelling of ‘‘through’’ 


72 LESSON 6 


10 Exit the speller and save the document 


Doc1 Pgi Lnt Pos 10 


e Press the Enter key [emer 
e Remove the Speller diskette from drive B (two drives only) 
e Insert the Learning diskette in drive B (two drives only) 


e Press the Exit key |_| 


e Type y, then type report. 1 


e Press the Enter key twice 
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What you have learned 
e Skip ignores the word for the rest of the document 
e Add Word adds the word to the {WP}LEX.SUP file (see the Speller section) 
e Correct lets you correct the misspelled word 
e Look Up lets you see the words in the speller that match a template 


e Phonetic shows a list of all the words that sound similar 


How to use it 
Correct a word, page, or document before it is printed 


See the Speller section for details about the speller. 
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Notes 
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[|] LESSON 7 


In this lesson you add a footnote, page numbers, a graph and change the page 


numbering in the Lone Pine Annual Report. 
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wf Lone Pine wational park 
& Annual Report 


1984 


Compiled by 
Ranger John rT. oe 
Park Director 


Lone Pine 
N 
Annua} tonal Park 
19, 


Report 
84 


Compiled by 
Ranger John tr, teats 
Park Director 


(“Using the Quick Reference pamphlet, find the following keys on the 


keyboard: 
screen Up Line Format 
screen Down Replace 
Move ® Search 
Page Format @Search 
Bindent@ 


What is the fastest way to move from page 1 to page 7? 


The Go To key. 


Use the Help key to learn about the Go To key. 
Press the Help key [_ J then press the Go To key [ J 


Where should the cursor be when you ask WordPerfect to center the page? 


At the top of the page, before any other codes. 


Can you erase two or more lines at a time? 
Yes. Press the Escape key, type the number of lines you desire to 
delete, then press Delete EOL. 

When do headers, footers, and footnotes appear in the text? 


At the printer. 
an 
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1 Retrieve the Annual Report and center the title page 


Lone Pine National Park 
Annual Report 


Compiled by 
Ranger John T. Smith 
Park Director 


PREFACE 


This report is a summary of the year’s activities, 
as well as goals for the four divisions of Lone Pine 
National Park for 1985. 


Doc1 Pg1 Ln1i Pos 10 


e Press the Retrieve key [| 
e Type report.1 and press the Enter key 


If you have not completed lesson 6 type “Report1.irn’’. 


e Press the Page Format key [| 


e Type 3 to center the page and press the Enter key 
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2 Change the spacing and indent for a quote 


Permits 
During the 1984 Hunting season the Lone Pine Game 

Reserve offered permits for the taking of Deer, Elk, 

Antelope, Moose, Buffalo, Rocky Mountain Goat, and 

Bighorn Sheep. The permits were issued by lottery, 

bid, and once-in-a-lifetime priorities. The hunting 

hours were continued as per recommendation of the 1983 

program improvement proposal (ANP!I-83-LPNP): 


HUNTING HOURS 


All permits were monitored by the Ranger and 
Checking Stations during the 1984 hunts. 


Doc1 Pg3 Ln31 Pos 25 


Move the cursor to Pg 3 Ln 31 Pos 15 be pressing the Screen Down 
key [| four times, then the Up Arrow key twice 
Press the Line Format key [J 


Type 4 for Spacing 


Press the B Indent@ key |_| 
Press the Tab key |_| 


Kinter 1 


for single spacing 
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3 Type a quote and change the spacing 


Permits 
During the 1984 Hunting season the Lone Pine Game 

Reserve offered permits for the taking of Deer, Elk, 

Antelope, Moose, Buffalo, Rocky Mountain Goat, and 

Bighorn Sheep. The permits were issued by lottery, 

bid, and once-in-a-lifetime priorities. The hunting 

hours were continued as per recommendation of the 1983 

program improvement proposal (ANPI-83-LPNP): 


HUNTING HOURS 


It is unlawful to take big game except 
during daylight hours. Daylight hours are 
defined as that period between one-half hour 
before official sunrise to one-half hour after 
official sunset. 


Doc1 Pg3 Ln36 Pos 15 


e Type 


It is unlawful to take big game except during daylight hours. 
Daylight hours are defined as that period between one-half hour 
before official sunrise to one-half hour after official sunset. 


Press the Enter key Jere 
Press the Line Format key |_| 


Type 4 for Spacing 
Enter 2 for double spacing 
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4 Create a footnote 


Permits 
During the 1984 Hunting season the Lone Pine Game 

Reserve offered permits for the taking of Deer, Elk, 

Antelope, Moose, Buffalo, Rocky Mountain Goat, and 

Bighorn Sheep. The permits were issued by lottery, 

bid, and once-in-a-lifetime priorities. The hunting 

hours were continued as per recommendation of the 1983 

program improvement proposal (ANPI-83-LPNP): 


HUNTING HOURS 


It is unlawful to take big game except 
during daylight hours. Daylight hours are 
defined as that period between one-half hour 
before official sunrise to one-half hour after 
official sunset. 1_ 


Dec1 Pg3 Ln35 Pos 37 


e Move to the end of the quote by pressing the Left Arrow key twice 
e Press the Footnote key [| 

e Type 1 to create a footnote 

e Type 1984-85 State Big Game Proclamation 

e Press the Exit key [_ | 
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D Switch document screens and retrieve a graph 


Lone Pine National Park 
BIG GAME PERMITS 


| 

| 

| 

| 

| 

| $$$ 

| $$$ ### SSS HHH $99 
as $$$ ### 8§=6— SSS HHH =©—- $$$ 

| 

| 

| 

| 

| 


$$$ ### =8=6SSS HHH | ©=— SSS $$$ 
0.40 $$$ ### «86 OSD HHH «6 OSS HHH © $$$ 
$$$ ### 8 86SSSH#Ht «86SSS HHH 8©=— $$$ $$$ 
0.30 $$$ HHH  SSSHHH SSSHHH $$ $$$ 
$$$ ### S$SH##H SSD#HH SSS HHH SSS HH 


$$$ ### 
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Press the Go To key [| 

Enter 4 to move to the top of page 4 
Press the Down Arrow key 

Press the Switch key [| to switch to “Doc 2”’ 
e Press the Retrieve key [_ | 


Enter graph.Irn 
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6 Replace the characters in the graph with = and * 


oom Ke === *** === eee 


oo *¥** oo *** ror 8K ——— 


= ~~ KX ———— eos =——— KKK -—— -—— 


=== *e* === *** === ¥kK — — 


sas *** 
-—— KKK 


BUFFALO BIG HORN 
SHEEP 


No. of Permits issued / No. of Permits filled 


Doc2 Pg1 Ln23 Pos 72 


e Press the Replace key LJ and type n 

e Type $ 

e Press the Search key [ | 

e Type = and press the Search key [| 

e Move to the top of the graph by pressing the Home key im twice, 
then the Up Arrow key 

e Press the Replace key [| and type n 

e Type * 

e Press the Search key [ | 

e Type * and press the Search key [| 
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7 Move the graph into the report 


Annual totals are reflected on the following graph. 
Lone Pine National Park 
BIG GAME PERMITS 


Percent Legend 
1.00 | === Permits issued 
*** Permits filled 


0.90 | === 
| s== 
0.80 | === === 
| === === 
0.70 | saz Ke === 
| sam *** === *#** 
0.60 | === *** === kee === 
| soa ee sam ¥¥* =e= 
0.50 | === 44% m=o> *** === 
| === ke === ** ae soz 
0.40 | scx *** =o= ee som kee === 
| sso *ee === *ER som eke — == 
0.30 | som ¥e* === *e* soz *k* == == 
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e Move to the top of the graph by pressing the Home key [| twice, 
then the Up Arrow key 

e Press the Move key [| 

e Type 3 to specify the full page 

e Type 2 to copy the page 

e Press the Switch key [| to switch to Doc 1 

e Press the Move key [| 


e Type 5 to retrieve the page 
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Clear document 2 


e Press the Switch key [| to move to Doc 2 
e Press the Exit key [| 


e Type n for no 
e Type y to exit Doc 2 


This will clear document 2 and return you to document 1. 
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Q Place page numbers in a header 


Division | 


Big Game Reserve 


Permits 


During the 1984 Hunting season the Lone Pine Game 
Reserve offered permits for the taking of Deer, Elk, 
Antelope, Moose, Buffalo, Rocky Mountain Goat, and 
Bighorn Sheep. The permits were issued by lottery, 
bid, and once-in-a-lifetime priorities. The hunting 
Doc1 Pg1 Ln1 Pos 15 


Press the Go To key [| and Enter 3 to move to the top of page 3 
e Press the Page Format key |_| 
e Type 2 to specify the new page number 


Kinter 1 to change the page number to 1 


e Type 1 for Arabic Style numbers 
e Type 6 for Header 
e Type 1 twice to specify the type and occurrence of the header 


Press the Flush Right key [_ | 


e Type Lone Pine Annual Report - and press the Space Bar 
Hold down the Ctrl key [| and type n 
Press the Exit key [| then the Enter key |[en| 
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10 Change the page number on the summary page 


section:at the end of this report. 


Insert Section II - 3 pages 
Insert Section Ill - 4 pages 
insert Section IV - 2 pages 


Insert Program Improvements 1985-86 


Summary 
Because of increased revenues during 1984, the 


park was able to meet most of its outstanding 
obligations. The program improvement proposal for the 
1985-86 year can, in part, be funded through park 


revenues. However, the donated funds mentioned in the 


Doc1 Pg15 Ln1 Pos 10 


e Press the Search key [| 

e Type summary and press the § Search key [| 

e Move to the left margin by pressing the Home key |] then the Left 
Arrow key 

e Press the Page Format key [| 

e Type 2 to specify the new page number 

e Enter 15 to change the page number to 15 

e Type 1 for Arabic Style numbers 


e Press the Enter key 
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11° Save the report and send it to the printer 


Doc1 Pg1i Ln1 Pos 10 


e Press the Print key [| 
e Type 1 to print the full text 


e Press the Exit key [ J and type y 


e Enter report.2 


e Press the Enter key 


to clear screen 


88 LESSON 7 


—— What you have learned 
e Spacing changes the text from the cursor forward 
e The Bindent@ key indents equally from both the left and right margins 


e The Footnote key lets you create a footnote that is printed at the bottom of 
the page 


e The Replace key lets you search and replace characters, words, phrases, 
or codes 


e How to move the cursor to a specific page 
e How to move the cursor up or down one screen 
e How to number pages in a header 

am e How to put a header in your text 


e How to give a page a new number 


How to use it 


Reports 
Term papers 
Proposals 
Theses 
Dissertations 
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(| LESSON 8 


In this lesson you use the Columns feature to format the Lone Pine Campsite 


Reservation Form. 


;O 
\ 
ime) 
\ 
‘Oo 
\ 
rom 12 
; \ 
O1 
\ ye 
com ' 
\ ° 
\ 
e) 
ime) 
\ \ 
oO, : 
eo) 
\ 
O\ 
\ o! ' : 
lon) 1 
\ \ 
oO; 
\ 
oO ; 1 
\ ou Eonecs 
° \ has H 
\ the Park o! 
O\ ee campsites 7 | CAMPSITE RESE 
| iBueeape, RVATIONS 
aye 4] 0! Camp f2S four establisheg 
O1 sites are available: © ° C@"P9rounds. pj 
! els | : ifferent types o¢ 
1 ' Type A - p, 
fo} aved/ 
! bas ‘ hookuy 2258 With individual 
5 a wa 
a nee O1 Type B - GIGUP of six pavedsgra aE: ax 
\ coll O | Type C- Unpaggiesttic hookup) °* C@™PSites with commo 
\ phe Type D Pe ved with wate ‘ 
lomn @ have acc | th ~ Tent only F hookup only 
1 @ followi 
mi nad F o! have setd. ©@MPgrounds are } 
\ e<™ remf | scess to the boat docks: \°9 °” Lone Pine Reservoi 
eres ° 7 j : ervoir and 
oO \ A “Nl l Fish Tail shore 
Aa ro) Fish Tail sho mnite Sands Beach 
o! ror ©e! its natural Shapes Ones aor White sands p 
° ges, sand d its ¥ che i each wal 
ot “Rekritvfo! abe smbsemlts asteitt etal cath tes sane 
! ol harbor ‘geting a netirce penning, vollepage a 
fe) i located 5 Campsite is 5 naang Sand cas ishing 
oo! a thetSot ihe neta sige t0t"aLioved "arte Fusheps 
i. cam; i i 
the west sis er enedion 
; oO reservoir, 9% the 
I 
fon The remaini 
1 ng campground 
1 o area and h S are locat i 
i lave access ed in the wi 
o| ; to the trail heads: € Wilderness Mountain 
dle R 
fol ee tock 
; 
J sues Silver mi 
\ Oo! sencoaneeees Tpoeeound: dis i cece 
1 vale by towering r filver Mine Fi 
O\ i campgrour ane center of the is located at the soneeae 
\ fe) rock formation 1% _& Slender fhe wee, Punta’ citys rete 
oh ' eck formation where water ‘hot the trail head for aii ',2® 
\ fo) i middle of the ‘soc tough the anne meee the wildernecs 
PA ! formation the syut/ai¥ing the mines epret® are two silver 
ei needle, pearance of a the Bun are open daily to 
- and prospector's areas ners 
Or r ‘ 
fe) i eservations contact the @Ppropriat 
| Reeeivory 6 ate ranger Station: 
° Park Headquarterge >= Silver Mi 
' Lone Headquarters Ranger gare, Flats N 
: zone ‘ine Nationa) Packie ger Station leedle Rock 
Oy atwood, Utah 84999 one Pine National Ranger Station 
801 Geergsut Platwood gatk Lone Pi i 
1 801 Goe-dqage” £4999 Flatwoods pests, Park 
oO} 4 801 seg-d3s50" BAp99 
I 
Oo! 


ow Are text columns displayed on the screen the same way they will be printed? 
No. Text Columns are separated by page breaks on the screen, but 
are printed side-by-side when you send the document to the printer. 
Can the status line help you in columns? 


Yes. It shows you which column you are editing. 


How many columns can be defined? 


Five. 


What are the steps you need to follow to use the Columns feature? 


See ‘Columns, Newspaper Style’’ in the Reference section. 


Can a file be retrieved into a column? 


Yes. 
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1 Retrieve the Campsite Reservation form 


Lone Pine National Park 
CAMPSITE RESERVATIONS 


The Park has four established campgrounds. Different types of 
campsites are available: 


Type A- Paved/grass with individual water and electric 
hookup 

Type B- Group of six paved/grass campsites with common 
water/electric hookup 

Type C - Unpaved with water hookup only 


Type D- Tent only 


The following campgrounds are located on Lone Pine Reservoir and 
have access to the boat docks: 


The remaining campgrounds are located in the Wilderness Mountain 
area and have access to the trail heads: 


For reservations contact the appropriate ranger station: 


Doc1 Pg1i tn1 Pos 10 


e Press the Retrieve key [| 
e Type camps.Irn and press the Enter key [ere] 
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2 Define the columns 


Lone Pine National Park 
CAMPSITE RESERVATIONS 


The Park has four established campgrounds. Different types of 
campsites are available: 


Type A- Paved/grass with individual water and electric 
hookup 

Type B- Group of six paved/grass campsites with common 
water/electric hookup 

Type C - Unpaved with water hookup only 

Type D- Tent only 


The following campgrounds are located on Lone Pine Reservoir and 
have access to the boat docks: 


The remaining campgrounds are located in the Wilderness Mountain 
area and have access to the trail heads: 


For reservations contact the appropriate ranger station: 
Col1 Doc1 Pg1 Ln18 Pos 10 


e Move the cursor in between the second and third paragraphs (Ln 17 
Pos 10) 


e Press the Math/Columns key [| 


e Press the Enter key 


e Type 4 for defining the columns 
e Type y for evenly spaced columns 
e Enter 5 for 5 spaces between columns 
e Type 2 to specify two text columns 
lan e Press the Enter key [Ener] four times to set the column margins 


e Type 3 to turn the columns on 
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3 Type the campsite information in columns 


Fish Tail Shore was named for 
its natural shape. Over the 
ages, sand deposits have built 
up from both sides of the 
point creating a natural 
harbor. This campsite is 
located on the north side 

of the reservoir. 


White Sands Beach 


White Sands Beach was named 
for its unusually brilliant 

sand. The area is ideal for 
swimming, volleyball, and 
building sand castles. Fishing 
is not allowed on this 

beach. This campsite is 

located on the west side of 

the reservoir. 
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Press the Center key [| and type Fish Tail Shore 
Press the Enter key [emer] twice 
Press the Retrieve key [| 


Enter fish.Irn 


Move to the end of the paragraph by pressing the Escape key then 
the Down Arrow key 
e Press the Hard Page key [_ | 
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Press the Center key [_ |. type White Sands Beach 
Press the Enter key twice 
Press the Retrieve key [| 


Enter sands.|rn 


Move to the end of the paragraph by pressing the Escape key [Ese|| the 
Down Arrow key and the End key mm 


Press the Math/Columns key 


Type 3 to turn columns off 
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4 Type the campsite information in columns for the remaining 


campgrounds 


Needle Rock campground is 
surrounded by towering rock 
walls. In the center of the 
campground is a slender 

rock formation where water has 
eroded an eye through the 
middle of the rock, giving the 
formation the appearance of a 
needle. 


Silver Mine Flats 


Silver Mine Flats campground 
is located at the ghost town 

of Silver Flats City. It is 

the trail head for all the 

trails through the wilderness 
area. There are two silver 
mines that are open daily to 
the public. A back packer's 
and prospector's dream. 


Doc1 Pg1 Ln46 Pos 10 


Move the cursor to ‘Ln 33 Pos 10”’ and press the Enter key [Em] 
Press the Math/Columns key {| 

Type 3 to turn columns on 

Press the Center key [| , type Needle Rock 
Press the Enter key [ere] twice 

Press the Retrieve key [ | 


Enter rock.Irn 


Move to the end of the paragraph by pressing the Escape 
key [Ese] typing 9 then pressing the Down Arrow key i] 


Press the Hard Page key [_ | 
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e Press the Center key [| , type Silver Mine Flats 


e Press the Enter key twice 
e Press the Retrieve key [| 


e Enter silver.Irn 


e Move to the end of the paragraph by pressing the Escape key the 
Down Arrow key then the End key [| 


e Press the Math/Columns key 


e Type 3 to turn columns off 
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O Set new columns and retrieve the ranger station addresses 


Silver Mine Flats 


Silver Mine Flats campground 
is located at the ghost town 
of Silver Flats City. It is 

the trail head for all the 

trails through the wilderness 
area. There are two silver 


mines that are open daily to 
the public. A back packer's 
and prospector’s dream. 


For reservations contact the appropriate ranger station: 


Reservoir Campgrounds 
Park Headquarters 


Lone Pine National Park 
Flatwood, Utah 84999 
801 666-5555 
Silver Mine Flats 
Ranger Station 
Lone Pine National Park 


Col1 Doc1 Pg1 &bn49 Pos 10 


Press the Home key |__| twice then the Down Arrow key 
Press the Enter key [ere 
Press the Math/Columns key [| 


Type 4 for defining the columns 


Type n then 3 


e Set the Column margins 


Enter 10 |[e"|| then Enter 32 


Enter 35 then Enter 57 
Enter 60 then Enter 82 [enter 
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yon, e Type 3 to turn columns on 
© Press the Retrieve key |__| 


e Type stations.Irn and press the Enter key 
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6 Release the left margin for each of the sentence headings 


The Park has four established campgrounds. Different types of 
campsites are available: 


Type A- Paved/grass with individual water and electric 
hookup 

Type B- Group of six paved/grass campsites with common 
water/electric hookup 

Type C- Unpaved with water hookup only 

Type D- Tent only 


The following campgrounds are located on Lone Pine Reservoir and 
have access to the boat docks: 


Fish Tail Shore 


Fish Tail Shore was named for 
its natural shape. Over the 
ages, sand deposits have built 
up from both sides of the 
point creating a natural 
harbor. This campsite is 
located on the north side 

of the reservoir. 
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Move the cursor to ‘Ln 47 Pos 10” 


Press the @ Margin Release key [| 


e Move the cursor to Ln 31 Pos 10” 


Press the @ Margin Release key [J 


Move the cursor to “Ln 15 Pos 10”’ 


Press the @ Margin Release key [J 


Move the cursor to ‘Ln 5 Pos 10°’ 


Press the @ Margin Release key [| 
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7 Print and save the document then clear your screen 


Doc1 Pgi Ln1 


e Press the Print key |_| 

e Type 1 to print the full text 
e Press the Exit key [_ | 

e Type y then camps. 1 


e Press the Enter key twice 
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What you have learned 
e How to define and use multiple text columns 
e How to retrieve a file into a column 


e How to create a ‘hanging’ paragraph 


How to use it 


Resumes 
Reports 
Scripts 
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.Notes 


ene 


LESSON 9 


lized Letters 
ral persona 
the Merge feature to ane BS Flatwood. 
In this ec Sate Volunteer Fire Depa 
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of Commen 


Mr, Alan Wilson 
Platwoog Market 

5 « Main Street 
Platwoo ¢ Utah 84999 
Dear Alan: 


n effort 
in ark's histor 
fighters i © comm Rity are 
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. ey 
re an inspiring m 
Rd nation, 
With APPreciation, 


Ranger John 7, Smith 
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O™ Find the following keys on your keyboard template. 
Merge R 
Merge E 
Merge Codes 


Refer to the following illustration as you answer the questions below. 
Mr. Alan Wilson“R 


Flatwood Market*R 
55 E. Main Street 


Flatwood, Utah 84999°R 
801 666-4545°R 

Alan*“R 

“E 


What character ends a record? 


‘ Fi (Merge E) 


What character ends a field? 


“ R (Merge R) 


What information is in the first field? 


Mr. Alan Wilson 


What information is in the third field? 


05 i. Main Street 
Flatwood, Utah 84999 
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1 Type the first record 


Mr. Alan Wilson * R 
Flatwood Market *R 

55 E. Main Street 
Flatwood, Utah 84999 *R 
801 666-4545*R 
Alan*R 

sE 
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e Type Mr. Alan Wilson and press the Merge R key | 

e Type Flatwood Market and press the Merge R key [| 

e Type 55 E. Main Street and press the Enter key [Ere 

e Type Flatwood, Utah 84999 and press the Merge R key | | 
e Type 801 666-4545 and press the Merge R key | | 

e Type Alan and press the Merge R key [| 

e Press the Merge E key im 


There should not be a * R after the street address. 
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2 Type the second record 


Mr. Alan Wilson * R 
Flatwood Market*R 

55 E. Main Street 
Flatwood, Utah 84999* R 
801 666-4545°R 
Alan*R 

*E 


Mr. Jeff Richards *R 
Flatwood Motors *R 
58090 Bonnie View Court 
Flatwood, Utah 84999 * R 
801 666-6767 *R 

Jeff*R 

“E 
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e Type 


Mr. Jeff Richards * R 
Flatwood Motors * R 
58090 Bonnie View Court 
Flatwood, Utah 84999 *R 
801 666-6767 “R 

Jeff* R 


e Press the Merge E key [| 


Notice the two records contain the same number of fields and each field 
contains the same type of information. 
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3 Type the third record and save the secondary file 


Mr. Alan Wilson’ R 
Flatwood Market“ R 

55 E. Main Street 
Flatwood, Utah 84999*R 
801 666-4545*R 

Alan*R 

“E 

Mr. Jeff Richards * R 
Flatwood Motors *R 
58090 Bonnie View Court 
Flatwood, Utah 84999 *R 
801 666-6767 *R 

Jeff*R 

*E 

Mr. John Elliot* R 

Wagon Wheel Diner* R 
1100 North State Street 
Flatwood, Utah 84999 *R 
“R 

John*R 
*E 
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e Type 


Mr. John Elliot *R 
Wagon Wheel Diner * R 
1100 North State Street 
Flatwood, Utah 84999 *R 


Notice the third record has an empty field where the telephone number 
is usually located. John Elliot does not have a telephone. 


e Press the Exit key [| and type y 


e Type address.sf and press the Enter key [Ere twice 


You have now typed and saved a secondary file 
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4 Put the field codes in the primary file 


Doc 1 Pg1 Ln5 Pos 10 


e Press the Merge Codes key [_ ] 


a, 


e Type f, type 1 and press the Enter key twice 

e Press the Merge Codes key ml 

e Type f, type 2 and press the Enter key [ere twice 

e Press the Merge Codes key [_ | 

e Type f, type 3 and press the Enter key [Ere three times 


These merge codes will retrieve information from the first, second, and 
third fields of the secondary file. 


109 LEARNING 


5 ‘Type the salutation 


Dear *F5°*: 
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e Type Dear and press the Space Bar 
e Press the Merge Codes key im 
e Type f, type 5 and press the Enter key [ere] 


e Type a colon (:) and press the Enter key twice 


This merge code will retrieve information from the fifth field of the 
secondary file. 


110) LEARNING 


6 Type the body and closing of the letter 


Dear *F5°*: 


Thank you, *F5%, for an outstanding effort in fighting the 
largest fire in Lone Pine National Park’s history. The volunteer 
fire fighters in your community are an inspiring model for all 
fire fighters in our state and nation. 


With appreciation, 


Ranger John T. Smith __ 
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e Press the Tab key |_| type Thank you, then press the Space Bar 
e Press the Merge Codes key [_ | 

e Type f, type 5, press the Enter key 

e Type a comma and press the Space Bar 

e Type 


for an outstanding effort in fighting the largest fire in Lone Pine 
National Park’s history. The volunteer fire fighters in your 
community are an inspiring model for all fire fighters in our state 
and nation. 


With appreciation, 
Ranger John T. Smith 
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7 Save the file then merge the primary file with the secondary file 


With appreciation, 


Ranger John T. Smith 


Mr. John Elliot 
Wagon Wheel Diner 

1100 North State Street 
Flatwood, Utah 84999 


Dear John: 


Thank you, John, for an outstanding effort in fighting the 
largest fire in Lone Pine National Park's history. The volunteer 
fire fighters in your community set an inspiring model for all | 
fire fighters in our state and nation. | 


| 
| 
| 


With appreciation, 


Ranger John T. Smith _ 
Dec1 Pg3 Ln17 Pos 30 


e Press the Exit key im and type y 

e Type letter.pf and press the Enter key [ere] twice 
You have now saved a primary file. 

e Press the Merge key {| 

e Type letter.pf and press the Enter key 

e Type address.sf and press the Enter key 


Three letters have been created, separated by page breaks, with 
information from the secondary file inserted in the appropriate places. 
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§ Print and save the letters then clear your screen 
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e Press the Print key [| 
e Type 1 to print the full text 


e Press the Exit key { | and type y 


e Type letters and press the Enter key [Ene twice 
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What you have learned 
e How to create a secondary file 
e How to create a primary file 


e How to do a merge 


How to use it 


‘“Personalized’’ mass mailings 
Customer letters 

Organization notices 
Contribution solicitations 
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> 


Notes 


fe cs, 


(| LESSON 10 


In this lesson you create and save a primary file that can be used with the 
Merge feature to quickly produce a memo. 
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Which merge code can you use to create your own message on the status 
line? 


‘0 (i.e., “Omessage * 0). 
What does a “C do to a merge? 
It pauses the merge and lets you enter information from the 


keyboard. 


Where can you find a complete list of the merge codes? 


In the Merge section. 


117 LEARNING 


1 Type the memo title and Date entry 


Lone Pine National Park 
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e Press the Center key [| , press the Bold key |_| , and press the 


Underline key [| 


e Type Lone Pine Nationa) Park 
Press the Bold key [|__|] then press the Underline key |_| 


e Press the Enter key [emer twice 
e Press the Flush Right key [| 
e Type Date: and press the Space Bar twice 


Press the Merge Codes key [_ | 


e Type d to insert the current date into the memo 


e Press the Enter key |[E-=| twice 
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2 Change Alignment Character 


[HRt] 
fA]Date:[ ] * Dfa][HRt] 
HRt 


[Align Char::][ “ ][b) — 


e Press the Line Format key [| 

e Type 6 to change the alignment character 

e Type a colon (:) 

e Press Reveal Codes key [| to see the Alignment Character code 


e Press the Space Bar to return to the normal screen 
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3 Type the Reply to, Subject, and To entries 


Lone Pine National Park 


Reply to: “* 
Subject * 
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e Press the Tab key [| then the Tab Align key [| 
e Type Reply to: then press the Space Bar twice 
Press the Merge Codes key im 


« Type c to allow entries from the keyboard during the merge 
e Press the Enter key [emer twice 
Press the Tab key |] then the Tab Align key [| 


e Type Subject: then press the Space Bar twice 
Press the Merge Codes key [J 


e Type c to allow entries from the keyboard during the merge 


e Press the Enter key twice 
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e Press the Tab key [| then the Tab Align key [| 


e Type To: then press the Space Bar twice 
e Press the Merge Codes key [| 
e Type c to allow entries from the keyboard during the merge 


e Press the Enter key twice 
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4 Complete and save the primary file 


Lone Pine National Park 


Reply to: “ 
Subject ~* 
To: “*C 
“OType Memo*O*C_ 
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e Press the Merge Codes key [| 
e Type 0 
e Type Type Memo 
e Press the Merge Codes key [J 
e Type 0 
e Press the Merge Codes key im 
e Type c to allow entries from the keyboard during the merge 
You have now typed a primary file that can be used to create memos. 
e Press the Exit key [| and type y 
e Type memo and press the Enter key twice 


5 Start the merge 


Lone Pine National Park 


Date: August 7, 1984 


Reply to: — 
Subject “C 
To: “C 
“OType Memo*O0*C 
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e Press the Merge key [| 
e Type memo and press the Enter key [Ere] twice 


There is no secondary file used with the memo merge. 


If you want to stop a merge at any time, press the Merge E key. 
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6 Fill in the memo heading 


Lone Pine National Park 


Date: August 7, 1984 
Reply to: Ranger John T. Smith 
Subject Fire Restriction 


To: All Park Entrance Personnel 
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e Type Ranger John T. Smith 

e Press the Merge R key [ | 

e Type Fire Restriction 

e Press the Merge R key im 

e Type All Park Entrance Personnel 


e Press the Merge R key [| 
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7 Type the contents of the memo 


Lone Pine National Park 


Date: August 7, 1984 
Reply to: Ranger John T. Smith 
Subject Fire Restriction 

To: All Park Entrance Personnel 


Effective immediately there will be a fire hazard watch posted 
for all areas of the park. 


Please warn all visitors that there will be no fires in the park 
until further notice. 


Thank you. . 
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e Type 
Effective immediately there will be a fire hazard watch posted for 
all areas of the park. 


Please.warn all visitors that there will be no fires in the park 
until further notice. 


Thank you. 
e Press the Merge Rk key [| 
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Print and save the memo 
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e Press the Print key [| 

e Type 1 to print the full text 

e Press the Exit key [J and type y 

e Type memo.1 and press the Enter key twice 


After creating a “‘memo”’ merge, whenever you need to type a memo, 
execute the merge. 
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What you have learned 
e How to enter information during a merge 
e How to change the Alignment Character 
e How to create a memo primary file 


e How to insert the date in a merge 


How to use it 


am Forms 
Memos 
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LESSON 11 


In this lesson you use the Macro feature to help you type and print a notice 
from the Lone Pine Ranger Station. 
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What is a macro? 


A special file that “‘memorizes”’ a series of keystrokes. 


How do you start a macro? 


With the Macro key. 


Why use a macro? 


To let WordPerfect perform a repetitious task for you. 
How much does the Delete EOL key erase? the Delete EOP key? 


From the cursor to the “end of the line’ for the Delete EOL key, and 
to the “end of the page’ for the Delete EOP key. 
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1 Define a macro that sends your document to the printer 
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e Press the Macro Def key [_ | to begin macro definition 
Hold down the Alt key |__| then type p 


The message “Macro Def’’ will blink on the status line. 


e Press the Print key [| 
Type 1 to print the full text 


e Press the Macro Def key [J to end macro definition 
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2 Define a macro that closes a letter 


Sincerely, 


Ranger Jacob Q. Winters 


Park Director_ 
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e Press the Macro Def key [J 

e Type your initials (e.g., JQW) and press the Enter key 
e Press the Line Format key [J 

e Type 1 for tabs 

e Press Delete EOL (End Of Line) key [| to clear all the tabs 


e Enter 45 then press the Exit key [| 


Press the Tab key [J press the Center key |] and type Sincerely, 


e Press the Enter key [ere four times 


e Press the Tab key [| press the Genter key [| and type Ranger 
om (your name) 


e Press the Enter key 
e Press the Tab key im press the Center key [| and type Park Director 


e Press the Macro Def key [| 
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3 Clear your screen and retrieve the Second Notice letter 


Lone Pine National Park 


SECOND NOTICE 


Joseph R. Hunter 
2345 N. Quail Road 
Birdseye, Utah 84999 


Dear Mr. Hunter, 


This letter is in reference to Citation #89743 issued on 20 
October 1984 by Ranger Douglas Lloyd to a Mr. Joseph R.Hunter 
on Highway U-83 for possessing more than the legal limit of 
buffalo. 


According to our records your fine of $5000.00 is past 
due. If no response is received by 15 December 1984, you will be 
subject to legal action. 


Sincerely, 
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e Press the Exit key [| and type n 


— 


e Press the Retrieve key [| 


to clear the screen 


Press the Enter key 


Type notice.lrn and press the Enter key [Ere 
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4 Delete the closing and use the closing macro 


Joseph R. Hunter 
2345 N. Quail Road 
Birdseye, Utah 84999 


Dear Mr. Hunter, 


on Highway U-83 for possessing more than the legal limit of 
buffalo. 


According to our.records your fine of $5000.00 is past 


subject to legal action. 


Sincerely, 


Ranger Jacob Q. Winters 
Park Director_ 


This letter is in reference to Citation #89743 issued on 20 
October 1984 by Ranger Douglas Lloyd to a Mr. Joseph R. Hunter 


due. If no response is received by 15 December 1984, you will be 


Doc1 Pgi Ln26 Pos 52 


Move the cursor to ‘‘Ln 21 Pos 10°’ 


Press the Delete EOP key [| and type y 


This deletes the closing of the letter. 


Press the Macro key [_ | 


Type your initials and press the Enter key [Ere 
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5 Print and save the letter then clear the screen 
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e Hold down the Alt key [| and type p 
e Press the Exit key |_| and type y 


twice 


e Type notice.1 and press the Enter key 
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What you have learned 
e A macro remembers a series of keystrokes 


How to create a macro that prints a document 


e How to create a macro that closes a letter 
e How to start a macro 


How to use the Delete EOL and Delete EOP keys to erase text 


e Two ways to name a macro 


How to use it 


Automatically type letter headings 
Automatically type letter closings 
File and print a document 
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O LESSON 12 


In this lesson you use the secondary file typed in Lesson 9 and a new primary 
file to create a list of volunteer fire fighters with the Merge feature. 
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(How can you use a secondary file to create a list as well as a “mass 
mailing’ of letters? 


Create a primary file for the list and a primary file for the letter. 


Can the Columns feature be used with a merge? 


Yes, in the primary file. 


How many times can a secondary file be used? 


A secondary file can be used indefinitely. 


Use the Help key to learn about hyphenation. 


oo Press the Help key [| then press the Line Format key [_ | and 
type 5. 
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1 Type and save a heading for the list 


Volunteer Fire Fighters 
Address 
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e Press the Center key im then press the Bold key [| 
e Type Volunteer Fire Fighters and press the Bold key [| 


e Press the Underline key [_ | and type Name 


three times 


e Press the Enter key 


e Press the Tab key [J five times and type Address 
e Press the Tab key [| four times and type Phone 
e Press the Underline key [| 

e Press the Enter key twice 

e Press the Exit key [| and type y 

Type heading and press the Enter key twice 


You have now saved the heading for your list. 
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2 Define the columns for the primary file 
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e Press the Math/Columns key [_ ] 
e Type 4 to define the columns 
e Type n then type 3 


e Set the margins of the columns 


Enter 10 then Enter 29 
Enter 30 then Enter 59 
Enter 60 then Enter 74 


e Type 3 to turn the columns on 


Now that you have set your columns, you are ready to put in the merge 
codes. 
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3 Change the H-zone for the columns 
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e Press the Line Format key | | 

e Type 5 for hyphenation 

e Type 3 to set the H-zone 

e Enter 1 for the left H-Zone 
e Enter 0 for the right H-Zone 


This H-zone change allows more words on each line. 
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4 Type the field codes for each column 
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e Press the Merge Codes key im 

e Type f, type 1 and press the Enter key 

e Press the Hard Page key [| to move to column 2 
e Press the Merge Codes key [| 

e Type f, type 3 and press the Enter key [ere 

e Press the Hard Page key [| to move to column 3 
e Press the Merge Codes key im 

e Type f, type 4 and press the Enter key [ere 

e Press the Math/Columns key [| 


e Type 3 to turn the columns off 
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Eliminate page breaks and save the primary file 
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e Press the Merge Codes key [| 
e Type n to select the next record 

e Press the Merge Codes key {_] 
e Type p to select the primary file 
e Press the Merge Codes key [| 
e Type p to select the primary file 


When no filename is entered between the primary file markers 
WordPerfect will use the same primary file again. 


e Press the Exit key im and type y 
e Type list.pf and press the Enter key twice 
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6 Merge the files and retrieve the heading for the list 


Volunteer Fire Fighters 


Name Address Phone 


Mr. Alan Wilson 
55 E. Main Street 
Flatwood, Utah 84999 


801 666-4545 


Mr. Jeff Richards 


58080 Bonnie View Court 
Flatwood, Utah 84999 


801 666-6767 


Mr. John Elliot 


1100 North State Street 
Flatwood, UT 84999 
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If you have not completed lesson 9, follow steps 1 and 2 in lesson 9 to 
create your ‘address.sf”’ file. 


e Press the Merge key [_ | 


e Type list.pf and press the Enter key 
e Type address.sf and press the Enter key [Ere] 

e Press the Home key {| twice then the Up Arrow key 
e Press the Retrieve key [_ | 

e Type heading and press the Enter key [Ere] 
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Print and save the list then clear your screen 
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e Press the Print key [| 

e Type 1 to print the full text 

e Press the Exit key [| and type y 

e Type list and press the Enter key twice 
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What you have learned 
e How to produce a phone/address list 
e How to use the Column feature in a merge 


e How to eliminate page breaks in a merge 


How to use it 


Phone lists 
Employee lists 
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Notes 


Reference 


Each page in this section describes one or more WordPerfect features. Step-by-step 
instructions and notes guide you through using the feature. Any associated WordPerfect 
codes are located at the top of the page (see Reveal Codes and Codes in this section). A 
See Also’’ cross reference is found at the bottom of most pages. 


Features described in the Speller, Special Features, Merge, and Math sections of the 


manual are conveniently summarized in this section. 


Reference Guide 


Feature 


Advance 

Align 

Alignment Character, Set 
Append 

Arrow Keys 

Automatic Backup 
Backspace Key 


Binding Width 
Block 

Block Print 

Bold 

Cancel 

Cancel Print Job(s) 
Capitalization 


Caps Lock Key 

Center Page Top to Bottom 
Center Text 

Change Document Format 
Change Initial Settings 
Change Print Options 
Clear the Screen 

Codes 

Column, Move 

Columns 


Columns Definition 


Page 


Advance 
Tab Align 
Tab Align 
Append 
Cursor Control 
Set-up Menu 
Delete Text 
Binding Width 
Block 
Print 
Bold 
Cancel 
Print Job, Cancel 
Capitalization 
Capitalization 
Center Page Top to Bottom 
Center Text 
Formatting 
Set-up Menu 
Print Options, Change 
Exit 
Codes 
Column, Move 
Columns, Newspaper Style 
Math 
Tab Align 
Columns, Newspaper Style 
Math 


Feature 


Columns, Newspaper Style 
Conditional End of Page 
Continuous Forms 

Copy 

Current Job Display 
Cursor Control 

Cursor Definition 

Cut 

Date 

Date Format 

Default Directory, Change 
Define Alt Key and Ctrl Key Mapping 
Del Key 

Delete Block 

Delete Codes 

Delete EOL 

Delete EOP 

Delete Files 

Delete Text 

Delete Word 
Directories 

Display All Print Jobs 
DOS File Conversion 
DOS Text Printer 
Editing 

Eind Key 

Endnotes 

Enter 

Enter Key 

Error Messages 

Esc Key 

Exit 

Extended Characters 
Filing 

Flush Right 

Font 

Footers 

Footnotes 

Format 

Formatting 

Full Text Print 

Global Search and Replace 
"C9" 

Go To 
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Page 
Columns, Newspaper Style 
Conditional End of Page 
Forms 

Cut and Copy ee 
Printer Control 

Cursor Control 

Cursor Control 

Cut and Copy 

Date 

Date 

List Files 

Set-up Menu 

Delete Text 

Delete Text 

Delete Codes 

Delete Text 

Delete Text 

Delete Files 

Delete Text 

Delete Text 

List Files 

Print Jobs, Display 
Text In/Out 

Text In/Out 

Editing 

Cursor Control 
Footnotes and Endnotes 
Enter 

Enter 

Error Messages 

Cursor Control 

Exit 

Set-up Menu 

Filing 

Flush Right 

Font 

Headers or Footers 
Footnotes and Endnotes 
Line, Page, and Print Format pages 
Formatting 

Print 

Replace 

Printer Control 

Cursor Control 


Feature 


Hand-Fed Forms 
Hard Hyphen 

Hard Page 

Hard Return 

Hard Space 
Headers or Footers 
Help 

Home Key 
Hyphenation 
Hyphenation Cancel 
Hyphenation On/Off 
Hyphenation Zone 


Hyphens, Hard and Soft 


H-Zone 

Indent 

Indent@ 
Index 
Initial Settings 
Ins Key 
Insert Date 
Justification On/Off 
Line Format 
Lines Per Inch 
List Files 
Lists 
Locked Documents 
Macro 
Macro Definition 
Mapping Alt and Ctrl Keys 
@Margin Release 
Margins 
Mark Text 
Math 
Math/Columns 


Merge 

Merge Codes 

Merge E 

Merge R 

Move 

Moving the Cursor 
New Footnote Number 
New Page Number 
Number of Copies 


Outline 
Overstrike 
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Page 

Forms 

Hyphens, Hard and Soft 
Page, Hard and Soft 
Enter 

Hard Space 

Headers or Footers 
Help 

Cursor Control 
Hyphenation 
Hyphenation 
Hyphenation 

H-Zone 

Hyphens, Hard and Soft 


H-Zone 

Indent 

Indent@ 
Index 
Formatting 
Typeover 
Date 
Justification On/Off 
Line Format 
Lines Per Inch 
List Files 
Lists 
Locked Documents 
Macro 
Macro 
Set-up Menu 
@Margin Release 
Margins 
Mark Text 
Math 
Math 
Columns, Newspaper Style 
Merge 
Merge 
Merge 
Merge 
Move 
Cursor Control 
Footnotes and Endnotes 
Page Number, New 
Print Options, Change 
Print Options, Select 
Outline 
Overstrike 


Feature 


Page, Hard and Soft 
Page Format 

Page Format, Suppress 
Page Length 

Page Number Column Positions 
Page Number Position 
Page Number, New 
Page Numbering 

Page Print 

Page Up/Down 
Paragraph Numbering 
Pitch 

Print 

Print a Document 
Print Format 

Print Job, Cancel 
Print Jobs, Display 
Print Options, Change 
Print Options, Select 
Print Wheel 

Print, List Files 
Printer Commands 
Printer Control 
Printer Number 


Printers and Fonts, Display 
Printers, Select 
Printing to Disk 
Printing, Stop 
Proportional Spacing 
Redline 
Rename File 
Replace 
Resume Printing 
Retrieve 
Retrieve File 
Reveal Codes 
Rewrite 
save 
Screen Up/Down 
Search 

search 

Search 
Search and Replace 
Select Print Options 
Select Printers 
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Page 


Page, Hard and Soft 

Page Format 

Page Format 

Page Length 

Page Number Column Positions 
Page Number Position 

Page Number, New 


Page Number Position, Headers and: Footers 


Print 

Cursor Control 
Paragraph Numbering 
Pitch 

Print 

Print 

Print Format 

Print Job, Cancel 
Print Jobs, Display 
Print Options, Change 
Print Options, Select 
Font 

Print 

Printer Commands 
Printer Control 
Printers, Select 

Print Options, Change 
Print Options, Select 
Printers and Fonts, Display 
Printers, Select 
Printing to Disk 
Printing, Stop 
Proportional Spacing 
Redline and Strikeout 
List Files 

Replace 

Printer Control 
Retrieve 

List Files 

Reveal Codes 

Rewrite 

save 

Cursor Control 
search 

search 

search 

Replace 

Print Options, Select 
Printers, Select 


Feature 


set Colors for Color Monitor 
Set-up Menu 

sheet Feeder Bin Number 
Sheet Feeders 

soft Hyphen 

soft Page 

spacing 

specify Screen Size 
spell 

starting New Document 
starting WordPerfect 
Stop Printer 

otrikeout 
Super/Subscript 
Suppress Page Format 
Switch 

Tab Align 

Tab Key 

Tab Set 

Table of Contents 

Tabs 

Tabs, Extended 

Text In 

Text In/Out 

Top Margin 

Typeover 

Underline 

Underline Styles 
Upper/Lower Case Conversion 
Widow/Orphan 

Word Count 

Word Left/Right 

WP System Files 
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Page 

Set-up Menu 

Set-up Menu 

oheet Feeders 
Sheet Feeders 
Hyphens, Hard and Soft 
Page, Hard and Soft 
Spacing 

set-up Menu 

Spell 

Exit 

set-up Menu 
Printing, Stop 
Redline and Strikeout 
Super/Subscript 
Page Format, Suppress 
Switch Documents 
Tab Align 

Tabs 

Tab Set 

Table of Contents 
Tabs 

Tabs, Extended 

List Files 

Text In/Out 

Top Margin 
Typeover 

Underline 

Print Format 
Switch Documents 
Widow/Orphan 
speller Section 
Cursor Control 
set-up Menu 


‘| Advance [Adva][{Advy] [AdvLn:| 


The Advance feature lets you print text one-half line up or down from your regular text. 
You can also use it to move the printer to a specific line on the page. 


WordPerfect’s Advance feature 


Advance Up 
or Down 


Advance To 
a Line 


See Also 
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up one-half line. 


prints down and 


(e) 


Press the Super/Subscript key 
Type 4 for Advance Up or 5 for Advance Down 


Notice the arrow in the lower left-hand corner and the 
new Ln number. 


Type your text 
e Press the Super/Subscript key 
e Type 4 or 5 to return to the original line position 


Press the Super/Subscript key 
e Type 6 to Advance to a specified line 


Enter the line number to which you want the printer to 
advance 


The Advance functions do not change the way text looks on the 
screen. The Ln number in the status line indicates the line on 
which your text will be printed. 


Not all printers support this feature. Retrieve and print the file 
PRINT.TST found on the Supplementary diskette to see if your 
printer supports Advance. 


Super/Subscript; Statistical Typing in Special Features section 
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[| Append 


This feature lets you add a block of text to the end of an existing file. 


a 
Append Block e Position the cursor at one end of the text you wish to 
append 
e Press the Block key 
e Move the cursor to the opposite end of the block 
e Press the Move key 
e Type 3 for Append Block 
e Enter the name of the file to which you want the block 
appended 
e Press the Block key to turn block off 
If WordPerfect cannot find the named file, “ERROR: File not found”’ 
appears (the block is not appended) and you are returned to 
your text. 
«- See Also Block 
_~ 
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4 Binding Width 


This feature shifts text to the right on odd numbered pages and to the left on even 
numbered pages. This allows room on two-sided copies for holes or other bindings. For 
one-sided copies, just increase the left margin. 


e Press the Print key 
e Type 3 for Change Print Options to change current document only 
or 


e Type 4 for Printer Control, then 1 for Select Print Options to change until you 
exit WordPerfect 


e Type 3 for Binding Width 
e Enter the binding width in tenths of an inch 
For example, enter 5 for a one-half inch binding width. 
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1 ©6—Block 


«™ Block is used to define portions of your text for use with other features. 


Block Text e Position the cursor at one end of the block 
e Press the Block key 


A flashing “Block on” indicates that you are defining a 
block of text. 


e Move the cursor to the opposite end of the block 
The block is highlighted. 
e Usc a feature (see list below) 
You may move the cursor forward or backward to define a 


block. 
Use a Feature With Block on you can use any of the following features: 
Bold Print 
i. Delete Replace 
Mark Text Save 
Index Spell 
List Underline 
Redline Upper/Lower Case (Switch key) 
Strikeout 
Table of Contents 
Move 
Append 
Copy 
Cut 
Cut/Copy Column 
If the ‘Block on’’ message is still flashing after you use the 
feature, press the Block key again to turn block off. 
The options on some menus change when Block is on. 
=. See Also Append; Bold; Capitalization; Cut and Copy; Delete Text; 
Learning section; Mark Text; Print; Redline and Strikeout; 


Save; Speller section; Underline 
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C1 Bold [B]{b] 


Bolded text is printed darker than normal text. On the screen, bolded text is brighter 
than the surrounding text. 


You may need to adjust contrast and brightness to see bolded text on your screen. 


Type Bolded Text e Press the Bold key 


Notice that the Position number in the lower right-hand 
corner of the screen is in bold. 


Type your text 
Press the Bold key to turn bold off 


Press the Reveal Codes key to see the [B] at the 
beginning of the text and [b] at the end of the text. 


Bold Existing Text e Position the cursor at one end of the block 
Press the Block key to turn block on 

e Move the cursor to the opposite end of the block 
Press the Bold key 


Remove Bolding e Position cursor on the first letter of the bolded text 
e Press the Reveal Codes key 
e Use the Backspace or Del key to delete the [B] code 
e Press any key to return to your text 


When deleting bolded text, the message ‘‘Delete [Bold] (Y/N) N” 
may appear. Type ‘‘y’’ to delete bolding. Type ‘“‘n’’ (or any 
other key) to leave the bold code. 


See Also Delete Codes 
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1) Cancel 


om Press the Cancel key to 
- Back out of a WordPerfect menu or message 
You may need to press the Cancel key more than once. 
- Recover deleted text when you have used the Delete EOL key 


You need to press the Cancel key immediately after deleting the text. If you have 
used the Escape key to delete several lines, you cannot recover the text. 


- Cancel a WordPerfect hyphenation request 


Pressing the Cancel key will not turn off the blinking “Block on”’ or “Macro Def" 
messages. You need to press the Block or Macro Def key. 


See Also Exit 
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1) Capitalization 


Caps Lock The Caps Lock feature lets you capitalize text without holding 
down the Shift key. 


e Press the Caps Lock key 
e Type your text 
e Press the Caps Lock key again to turn off the feature 


If you use the Shift key while Caps Lock is on, you will type 
lower case letters. 


Case Conversion —_You can change blocks of existing text to upper or lower case. 
e Position the cursor at one end of the block 
e Press the Block key 
e Move the cursor to the other end of the block 
e Press the Switch key 
e Type 1 for Upper Case or 2 for Lower Case 
e Press the Block key again to turn Block off 


When converting a sentence from upper to lower case, include 
the punctuation from the end of a preceding sentence. 


See Also Switch Documents 
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1 Center Page top to bottom [Center Pg] 


This feature centers text vertically on the page at the printer. 


WordPerfect allows you to center text top to bottom on a page. To do so, 
press the Page Format key, select option 3, and press the Enter key. 
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Center Page e Position cursor at the very beginning of the page 
e Press the Page Format key 
e Type 3 for Center Page Top to Bottom 

Press the Enter key to return to your text 


You may press the Reveal Codes key to see the Center Page 
code. 


Use the Genter key to center your text horizontally on the page. 


See Also Center Text 
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Center Text [C][c] 


Center Text Use the Genter key to center a line of text between margins. 
Between Margins e Position cursor at the left margin 

e Press the Center key 

e Type your text 

e Press the Enter key 


If the cursor is not at the left margin, the text will be centered 
at the cursor position. 


You can center an existing line of text by moving the cursor to 
the beginning of the text, pressing the Center key, then 
pressing the Down Arrow key. 


There must be a Hard Return at the end of the existing line of 
ext. 


Center 


WordPerfect's Center Features will center 
a title as above, or column headings as below. 


Team 2 Team 3 Team 4 
Doug ill Lynn 
Jennifer i Sandra 
David Joe 
Holly Elizabeth Christopher Peter 


00006006€~Cc06™0O00dUlUO 
000000 0 0 0 


Center Headings Use the Center key to center headings over columns of text or 
Over Columns numbers. 


e Position the cursor above the center of the column 
e Press the Center key 

e Type your heading 

e Press the Enter key 


The center code [C] takes precedence over other codes. If you 
type text in front of a center code, the text may disappear from 
your screen. 


See Also Center Page; #Indent@; Tab Align 
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L| Codes 


The following is a list of all the WordPerfect codes that may appear on the Reveal Codes 
screen (‘‘n’’ represents numbers that may appear in the codes). 


[4] (blinking) Cursor Position 

| | Hard Space 

[-| Hard Hyphen 

- (blinking) Soft Hyphen 

/ (blinking) Cancel Hyphenation 

[A}[a] Tab Align or Flush Right (begin and end) 
|AdvA] Advance Up 1/2 Line 

|Adv¥] Advance Down |/2 Line 

|AdvLn:n| Advance to Specific Line Number 

[Align Char:] Alignment Character 

[Aln/FIshR] ~ Align or Flush Right 

[B][b| Bold (begin and end) 

[Bin#:n] Sheet Feeder Bin Number 

[C]{c] Centering (begin and end) 

{Center Pg] Center Current Page Top to Bottom 

{Cmnd:] Embedded Printer Command 

{CndlEOP:n] Conditional End of Page 

[Col Def:] Column Definition 

{Col off] End of Text Columns 

[Col on| Beginning of Text Columns 

| DefMark:Index,n] Index Definition 

|DefMark:List,n] List Definition (n = List Number) 
|DefMark:ToC,n] Table of Contents Definition (n = ToC Level) 
[Elnd] End of §Indent or ®Indent@ 
|EndMark:List,n] End Marked Text (n = List Number) 
|EndMark:ToG,n| End Marked Text (n = ToC Level) 
|E-Tabs:n,n] Extended Tabs (begin with n, every n spaces) 
{Font Change:n,n] Specify New Font or Print Wheel (pitch, font) 
| FtnOpt] Footnote/Endnote Options 
|Hdr/Ftr:n,nstext] Header or Footer Definition (type, occurrence) 
[HPg] Hard Page 

[HRt| Hard Return 

{HZone Set:n,n| Reset Size of Hyphenation Zone (left, right) 
I att Beginning of Indent 

|B Indent @| Beginning of Left/Right Indent 


|Index:heading;subheading] Index Mark 
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{LPI:n| 

[ @Mar Rel:n] 
[Margin Set:n,n] 
[ Mark: List,n] 
[Mark:ToC,n] 
[Math Def] 
[Math Off] 
[Math On] 
'(blinking) 

t (blinking) 

+ (blinking) 

T (blinking) 

= (blinking) 

* (blinking) 

| Note: End,n;[note# | text] 
[ Note: Foot,n;[note# |text] 
[Ovrstk] 

[Par* | 

[Par* Def] 
[Pg*:n| 

[Pe* Col:n,n,n| 
[Pg Lnth:n,n] 
[Pos Pe#:n] 
[RedLn][r] 

[Rt Just Off] 
[Rt Just On| 
[Set Ftn *:n] 
[Spacing Set:n] 
[SPg] 

[SRt] 
[StrkOut] [s] 
[SubScrpt] 
[SuprScrpt] 
[Suppress:n]| 


[Undrl Style:n] 
[W/O Off] 
[W/O On| 


See Also 
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Lines per Inch 

Left Margin Release 

Left and Right Margin Reset 
Begin Marked Text for List (n = List Number) 
Begin Marked Text for ToC (n = ToC Level) 
Definition of Math Columns 

End of Math 

Beginning of Math 

Formula Calculation 

Subtotal Entry 

Do Subtotal 

Total Entry 

Do Total 

Do Grand Total 

Endnote (n = Endnote Number) 
Footnote (n = Footnote Number) 
Overstrike Preceding Character 
Paragraph/Outline Number 
Paragraph Numbering Definition 
New Page Number 

Column Position for Page Numbers (left, center, right) 
set Page Length (form lines, text lines) 
Set Position for Page Numbers 
Redline (begin and end) 

Right Justification Off 

Right Justification On 

New Footnote Number 

Spacing Set 

soft New Page 

soft Return 

strikeout (begin and end) 
subscript 

Superscript 

Suppress Page Format Options 
Move to Next Tab Stop 

Tab Reset 

Set Top Margin in Half-Lines 
Underlining (begin and end) 
Underline Style 

Widow/Orphan Off 
Widow/Orphan On 


Delete Codes; Replace; Reveal Codes; Search; Lesson 4 


Column, Move 


This feature is used to move or copy a column of text or numbers that have been defined 
by tabs, tab aligns, indents or hard returns. Do not use this feature to move multiple 
text (newspaper) columns. 


Position the cursor at the top of the column 

Press the Block key 

Move the cursor to the bottom of the column 

The text, not the column, will be highlighted at this point. 
Press the Move key 

Type 4 for column 

The column will be highlighted. 

Choose 1 (cut) or 2 (copy) 


Cut will save, then remove the column and move the remaining columns to the 
left. 


Move the cursor to the position where you want to retrieve the column (at the left 
margin, between two columns or after the last column) 


Press the Move key 
Type 4 for Retrieve Column 


[f you retrieved the column at the left margin or between two columns, the 
remaining columns will be moved to the next tab stop to the right. 


WordPerfect defines a column to be from one Tab, TabAlign, Indent, or Hard Return 
code to the next. 


See Also Cut and Copy; Move; Lesson 5 


17 REFERENCE 


oO; 
( 
O1 
' 
fon) 
‘ 
1 
oO; 
’ 
°, 
°; 
' 
a1 
' 
oO! 
' 
‘ 
oO, 
°; 
1 
OQ, 
' 
fom) 
’ 
t 
oO; 
t 
oO, 
t 
oO, 
'’ 
O1 
‘ 
Oo! 
' 
' 
°, 
0; 
' 
O71 
! 
fo) 


1 Columns, Newspaper Style [Col Def:|[Co! on][Col off] 


Define Columns You need to define the number and size of text columns before 
you can use the Column feature. 


e Press the Math/Columns key 
e Type 4 for Column Definition 


e Type y for evenly spaced columns; type n for unevenly 
spaced columns 


If you answer yes, 


In addmon to allowing you to Create and shgn Columns of number 
WordPeriect allows you to dehne and create text columns 


00000 


co) 


Once the Text Columns feature has been turned off. all subsequent test 
appears in normal (Page Text) form 


e Type the number of columns 
Margins will automatically appear. 
e Press the Enter key. until you leave the menu 


oo00000000000000 


If you answer no, then type the number of columns and enter 
your own margins. 


Turn Columns Once you have defined your text columns (see Column 
“On” Definition), you need to turn the Text Columns feature on. 


The cursor needs to be to the right of the [Column Def] code 
before you turn the Column feature on. 


e Press the Math/Columns key 
e Type 3 for Column On/Off 


“Col 1”’ appears on the status line. 
e Enter your text 


Turn Columns When you have finished typing the columns, 
“Off’’ 
e Press the Math/Columns key 


e Type 3 for Columns On/Off 


“Col 1°’ disappears from the status line. 


See Also Special Features section; Lesson 8 
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e Enter the number of spaces you want between columns. 


You can change a setting before pressing the Enter Key. 


O Conditional End of Page [CndlKOP: | 


This feature lets you protect a block of text (such as an outline or paragraph) from being 
split by a page break. 


e Position the cursor in the line above the block to be kept together (even if there is 
text on that line) 


e Press the Page Format key 

e Type 9 for Conditional End of Page 

e Enter the number of lines you want to keep together 
e Press Enter to return to your text 


WordPerfect will always keep the block together, placing a page break before the block 
if necessary. 


You can also protect your text by putting in a page break with the Hard Page key. 


WordPerfect has a Widow/Orphan Protection feature that eliminates “widows” and 
“orphans” (single lines at the top or bottom of a page). However, it is unable to keep 
together a paragraph of three lines, titles, subject headings, or tables. Use Conditional 
End of Page in these cases. 


See Also Widow/Orphan 


19. REFERENCE 


© ©Cursor Control 


Use these keys to move the cursor through your text. 


Arrow Keys move the cursor up, down, right, or left one character or line. 
Home, Arrow moves the cursor to the edges of the text on the screen. 
Home, Home, moves the cursor to the extreme edges of your document. 
Arrow 

End moves the cursor to the end of a line. 

Esc, (n), moves the cursor the specified number of letters or lines. 
Arrow 

Esc, (n), moves the cursor up or down the specified number of pages. 
Page Up/Down 

Go To, moves the cursor to a specific character or page. 
(character 

or number) 

Go To, Arrow moves the cursor to the top or bottom of the current page. 
Go To, Block moves the cursor to the beginning of the current block (if a 


block is being defined). 


Screen Up/Down moves the cursor to the beginning of the first or last line on the 
screen, and keeps moving through the text one screen at a time. 


Page Up/Down moves the cursor to the first line on the previous/next page, 
and moves through the document one page at a time. 


Word Left/Right moves the cursor to the-beginning of the previous/next word. 


The cursor can only move through text and codes. When you reach the beginning or end 
of your document, the cursor stops moving. 


Press the Escape key (Esc) to move the cursor several characters, lines, or pages 
(default equals 8). When, you see “‘n = 8"" you may type a new number and press the 
Arrow, Page Up, or Page Down keys. If you do not enter a new number, the cursor will 
move 8 characters, lines, or pages. 


You can change the Esc default from 8 to any number by pressing Esc, typing the 
number and pressing the Enter key. 


You may change the character style used for the cursor by typing ‘‘cursor’’ at the DOS 
prompt before you start WordPerfect. Follow the instructions on your screen. 


See Also Delete Codes; Delete Text; Editing; Getting Started section 
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re Sentence, 


a 


L! Cut and Copy 


This feature lets you move a sentence, paragraph, page, column, or block of text. 


Paragraph, 


Page 


Block of Text 


See Also 
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e Position the cursor in the sentence, paragraph or page to 
be cut or copied 


Press the Move key 

e Type 1 for Sentence, 2 for Paragraph, or 3 for Page 
The selection will be highlighted. 

Type 1 for Cut; type 2 for Copy 


e Move the cursor to the place you wish to retrieve the 
text 


e Press the Move key 
e Type 5 for Retrieve Text 


If you select Cut, the text is cut from your document. If you 
select Copy, a copy of the text is saved. The text for both Cut 
and Copy is saved in a temporary file and remains there until 
you copy or cut again, or exit WordPerfect. 


You can use the Block key with the Move key to move a block of 
text. 


e Move the cursor to one end of the text you want to cut or 
copy 


e Press the Block key 

e Move the cursor to the opposite end of the block 

e Press the Move key 

e Type 1 for Cut Block; Type 2 for Copy Block 

e Move the cursor to the place you wish to retrieve the text 
e Press the Move key 

e Type 5 for Retrieve Text 


You can also use the Block and Save keys to save a block of text 
to disk for later use. 


For information on moving a columun, see Column, Move. 


Column, Move 
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[1 Date 


This feature inserts the current system date into your document at the cursor position. 


The date inserted is the date you entered when starting up your computer. January 1, 
1980 will be inserted if you do not enter the date when you “‘boot.”’ 


In a Document 


Change Date 
Format 


During a Merge 


See Also 


The Date key can be used to insert the date in any document. 
e Position the cursor where you want the date inserted 
e Press the Date key 
e Type 1 for Insert Date 


You can change the way the date is displayed. 
e Press the Date key 
e Type 2 for Date Format 
e Enter a pattern for the date display 


A table and examples show you the different formats from 
which you can create a pattern. 


You may have the date inserted automatically during a merge 
by including a “D code in the primary file (see Merges). 


e Move your cursor to the position where you want the date 
inserted 


e Press the Merge Codes key 
e Type D 
4 D will appear in your document. 


When the primary file is merged, the date will be inserted 
where the * D appears. 


Merge section; Lesson 2 
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—1 Delete Codes 


«™ You can delete codes from a normal screen or from the Reveal Codes screen. 


Normal Screen 


Reveal Codes 


Screen 


See Also 


bo 


The easiest way to locate a code is to use the Search key. 


Position your cursor at the beginning of the document 
Press the Search key 
Press the key(s) you normally would to use the feature 


The code for the feature(s) appears next to the ®Search: 
message. 


Press the Search key 

The cursor will stop to the right of the code. 

Press the Backspace key 

“Delete [code] (Y/N) N’’ will appear for some codes. 
Type y to delete the code 


Press the Reveal Codes key 


The three lines above and the three lines below the 
cursor are displayed with codes. The cursor appears as a 
blinking [* ]. 


Move the cursor to the code using the Left and Right 
Arrow keys 


Use the Backspace or Del key to delete the code 
Press any other key to return to your text 


Reveal Codes; Search 
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© Delete Files 


You may delete files from your disk while in WordPerfect. 
e Press the List Files key 
@ If the directory is correct, press the Enter key 
You can enter another directory or a filename pattern. 
Move the cursor to the file you want to delete 
Type 2 for Delete 
“Delete Filename (Y/N) N”’ will appear. 
e Type y to delete the file; type nif you change your mind 
e Press the Enter key to return to your text 


Each time you delete a file, the space used by that file becomes available. This is one 
way to solve a “Disk Full’’ problem. 


The filename is deleted from the directory and the deleted file is overwritten the next 
time you save text. 


See Also List Files; Lesson 3 
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‘| Delete Text 


em You may use the following keys to delete text and codes in your document. 


Backspace Deletes to the left. 

Del Deletes at and to the right of the cursor. 

Delete Word Deletes the word at the cursor. 

Delete EOL Deletes from the cursor to the end of the line. Any codes in the 


line are deleted. 


Press the Cancel key before pressing any other key to retrieve 
the deleted line. 


Esc, (n), To delete several lines, press the Escape key, type the number 
Delete EOL of lines, then press the Delete EOL key. 
Delete EOP Deletes from the cursor to the end of the page. 


“Delete Remainder of Page (Y/N) N”’ will appear on the status 
line. Type ‘‘y’’ to delete the text; type ‘‘n"’ if you change your 


mind. 
om 
Delete Block Define the block. Press the Del or Backspace key to delete the 
block. ‘‘Delete Block (Y/N) N’’ will appear on the status line. 
Type ‘‘y’’ to delete the block; type ‘‘n”’ if you change your 
mind. 
If you are about to delete a code while editing, “Delete [Code] (Y/N) N” will appear. 
Type ‘‘y’’ to delete the code; type ‘‘n"’ or any other key to skip over the code. 
See Also Block; Delete Codes; Lessons 4, 5, 
—_ 
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1 Editing 


More than even a correcting typewriter, the word processor is wonderfully forgiving. If ~ 
you make a mistake, it is easily corrected. With WordPerfect, a simple keystroke 
eliminates the need for scissors, correction fluid, tape, and paste. 


See Also Block; Cursor Control; Cut and Copy; Delete Codes; Delete Text; 
Move; Replace; Reveal Codes; Search; Switch Documents; Typeover 
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O Enter [HRt] 


«> Use the Enter key to end short lines of text or a paragraph, insert blank lines, or return 
to the left margin. 


However, you do not need to press the Enter key each time you reach the end of a line 
as you do when using a typewriter. Instead, the cursor automatically returns or 
““wraps”’ the cursor when you reach the right margin. 


A Soft Return [SRt] code is put in your text when WordPerfect wraps a line. A Hard 
Return [HRt] code is put in your text when you press the Enter key. 


If you do press the Enter key instead of letting it wrap, your text will not reformat 
properly when changes are made and Justification is defeated. 


You can delete Hard Returns [HRt] with the Backspace or Del keys. 


When you encounter the term ‘‘enter’’ in the manual, you should type the bolded text 
that follows and press the Enter key. 


See Also Getting Started section; Glossary in Introduction 
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[] Error Messages 


When the wrong key is pressed, or if there are other problems, you will see an error 
message on the status line. Most are self-explanatory and relate to the feature you are 
using. The following are some common error messages you may encounter. 


Disk full — Strike any key to continue 
means that the disk in the default drive is full. 


Replace the ‘‘full’’ disk with an empty formatted disk and save the document. At times 
you may get this error message when it looks as if you have plenty of room on the 
diskette. However, when replacing a file that has been saved before, 


e the original file is renamed (filename).{BK 
e the original file is replaced by the file on the screen 
e (filename).{BK is deleted 
You may delete the original file first, then save the document on your screen. 


If you encounter this error while printing, print from List Files or Printer Control — 
not from the screen. If you print from the screen, a print file is created, thus taking up 
more disk space. 


WP disk full — Strike any key to continue or 
Not enough room on WP disk to retrieve text 


means that you are trying to retrieve a document that has filled up memory and is 
‘overflowing’ onto the WP diskette. If there is not room on the WP diskette, you will 
get this error message. If you work with large documents, you may want to 


e obtain more memory 

e delete WPHELP.FIL (if you don’t need the help files) 
e break up your document into smaller files 

e obtain a hard disk 
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Insufficient memory for multiple documents 
WordPerfect requires 192K with DOS 1.1, 2.0, 2.1, and 3.0. 


If you have an IBM compatible machine, your DOS may require more memory. For 
example, those who have the Tandy 2000 must have 256K to run WordPerfect. 


Too many lines in header/footer/footnote/endnote 


You are limited to one page of text in a header or footer and up to 16,000 lines in a 
footnote or endnote. Remember that after typing the header/footer/footnote/endnote, 
you must press the Exit key to return to your text. If you forget to Exit and continue 
typing your document in the header/footer/footnote/endnote, you will get this 
message. You must then Cut the extra text, Exit from the 
header/footer/footnote/endnote, then Retrieve the cut text into the document. 


WPRINTER.FIL, or WPFONT.FIL not found 


You cannot print without these files on your system disk or directory (see Select 
Printers). 


Bad or missing WPOVRLAY.FIL 


Copy this file from the backup disk to your working WP disk or directory. Make sure 
WPOVRLAY.FIL is in the same directory as WPERROR.FIL and WPMENU.FIL. This 
message may also appear if you have a hard disk and have different versions of WP in 
different directories. Always delete the old WP.EXE, WPERROR.FIL, WPMENU.FIL, and 
WPOVRLAY.FIL before installing a new version of WordPerfect. If you still get this 
message you may need to replace your WordPerfect Key diskette — see your dealer for 
help. 


Unable to save printer selections on disk or 
Can’t create new printer files on WP disk or 
Unable to save sheet feeder information on disk 


This means that an error occurred while trying to select printers because the WP disk is 
probably full. Delete any unnecessary files from your WP disk and try again. 
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O Exit 


Never turn off your computer or take your WordPerfect diskette out of the drive until 
you exit WordPerfect and see the DOS prompt on your screen (for example, A>, B>, or 
C>, etc.). 


When you press the Exit key, you may save and exit your current document, begin a 
new document, or exit WordPerfect. 


e Press the Exit key 
“Save Document? (Y/N) Y”’ appears. 


e Type n to exit without saving the document; type y or any other key to save the 
document before exiting 


If you type n, skip to the last step. 
Enter a name 


You may use up to 8 characters followed by an optional period and up to 3 more 
characters. 


If the file exists you will see the message “‘Replace filename (Y/N) N.”’ Type “‘y’’ to 
replace the saved file with the one on the screen. Type ‘‘n’’ and you will be asked 
to enter another name. 


“Exit WP? (Y/N) N”’ appears. 


e Type y to exit to DOS; type n or any other key to clear your screen and begin a 
new document; press Cancel to remain in the document 


If you change your mind, press the Cancel key in response to any of the prompts. 


You may also press the Exit key to leave menus such as Tabs, or when finished typing 
headers or footers, footnotes and endnotes, selecting printers or defining math columns. 


See Also Cancel; Save; Getting Started section; Learning section 
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Filing 


In addition to saving and retrieving particular documents, WordPerfect has a List Files 
feature that automatically lists the document names in case you can’t remember the 
name of a file or recall which files are on which diskette. 


As you create and file more documents, you will want to perform the “housekeeping” 
chores of deleting and renaming files from within the word processor. With 
WordPerfect, these and other filing tasks are made easy. 


See Also Exit: List Files; Retrieve; Save; Text In/Out 
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1 Flush Right [Al [al 


This feature aligns text flush against the right margin. It can be used for dates, business ‘ 
headings, etc. 


When you want to have text aligned flush against the right margin, press 
the Flush Right key and type. 


This sentence is flush right. 


The Flush Right key needs to be pressed for each line. 


| 
I 
| 
| 
| 
I 
| 
l 
So is this one. 
I 
I 
| 
i 
| 
| 


e Press the Flush Right key 
: The cursor “‘jumps”’ to the right margin. 
e Type your line of text 
The text is pushed to the left. 
e Press the Enter key 
Flush Right is turned off and the cursor returns to the left margin. 


The flush right code [A] takes precedence over other codes. If you type text in front of a 
flush right code, it may disappear from the screen. 


Flush right will not work properly if your text is more than one line long. For multiple 
lines, flush each line individually. 


See Also Tab Align 
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(1 Font [Font Change:.,| 


Font refers to the type style. Many printers allow you to select from several fonts. If you 
are using a “daisy wheel” or “‘thimble’’ type of a printer, you must change the Print 
Wheel to change fonts. Many dot matrix printers have several fonts stored in their 
memory. 


The command to change fonts must be in your document before it is printed. 
e Position the cursor where you want the new font to begin 
e Press the Print Format key 
e Type 1 for Pitch/Font 
e Enter the Pitch number 


Pitch is the number of characters per inch. Often, the pitch and font must be set 
together. If you have a question as to the setting leave it at 10 pitch. 


e Enter the Font number 


Each font is assigned a number between 1 and 8. See ‘‘Printers and Fonts, 
Display”’ to find the number and name for each font. 


e Press the Enter key to return to your text 


Some printers stop when they receive the font change code. This is to let you change the 
print wheel. 


e Change the print wheel 

e Press the Print key 

e Type 4 for Printer Control 

e Type g for ‘Go’ (Resume Printing) 

e Press the Enter key to return to your text 


To test which fonts your dot-matrix printer supports, change the font number and type a 
line. Repeat for all eight fonts and print the document. 


If WordPerfect does not support a desired font, you may insert a printer command or 
make the change in the Printer Program included with WordPerfect. (See Installation 
Pamphlet) 


/f your printer does proportional spacing, type an asterisk (*) next to the pitch when 
you change to a proportional font, é.g., 10*. 


See Also Pitch; Print; Print Format; Printer Commands; Printer Control; 
Proportional Spacing; Your Printer Manual 
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[Note:Foot,;{Note #]] 
(| Footnotes and Endnotes | \oie:ind,;| Note *]) 


Footnotes and endnotes in a report or research project indicate that 
information from another source is being used.’ Endnotes appear on 
the last page of your document. 


1walter L. Brown, Writing Conventions (New York: Tidwell 
Publishing, Co., 1982), p. 162. 


Footnotes and endnotes are useful for listing sources or providing more detailed 
information on a quote or item in your text. You may have footnotes and endnotes in the 
same document. Footnotes are printed below the text on each page, whereas endnotes 
are printed at the end of a document. 


In the following instructions, the word ‘‘note’”’ refers to both footnotes and endnotes. 


Creating e Position the cursor where you want the note number to 
appear 


e Press the Footnote key 
e Type 1 to create a footnote; type 5 to create an endnote 
e Type your note 
Notes can be up to 16,000 lines long. 
e Press Exit to return to your text 


The appropriate note number will appear. The number 
will be printed in the format specified in Footnote 
Options. 


To see the text in the note, move the cursor to the endnote 
number and press the Reveal Codes key. The first 50 characters 
of the note are shown. Press any key to return to your text. 


WordPerfect automatically numbers your notes. 


Instructions and exercises for editing, deleting, printing, renumbering, and reformatting 
footnotes and endnotes are found in Special Features. 


See Also Special Features section; Lesson 7 
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Formatting refers to margins, spacing, page length, justification, or in other words, the 
visual appearance of the printed page. You may change the format settings almost 


Formatting 


anywhere in the text and as many times as you wish. 


some format settings insert codes. These codes, although unseen on a normal screen, 


may be seen and deleted on the Reveal Codes screen. Formatting codes affect the 
text from the cursor forward. 


The effect of some settings, such as margins and page length, will be immediately 
shown on your screen. Others, such as justification, center page and advance, will 


appear when the document is printed. 


Initial Settings 


See Also 


WordPerfect comes with the following initial settings already 


defined: 


Align Char 
E-Tabs 

Font 

H-Zone 

Lines per Inch 
Margins 

Page * Col Pos 
Page * Pos 
Page Length 
Pitch 

Right Justification 
Spacing 

Tabs 

Top Margin 
Underlining 
Widow/Orphan 


period (.) 

160,10 

1 

Left = 7, Right = 0 


6 

Left = 10, Right = 74 
L=10,C=42, R= 74 

no page numbers 

66 form lines, 54 text lines 
1 


on 
single 

Every 5 spaces 

12 half-lines 
Non-continuous single 
no 


Line Format; Page Format; Print Format; Set-up Menu; 


Installation pamphlet 


35 REFERENCE 


(1 Forms 


When you select printers, you also select the type of forms you will be using with the f 
printer. Paper may be fed to your printer by a tractor (continuous), by a cut-sheet Te 
feeder, or by hand. 


See the Getting Started section for details on selecting printers. 


If you have one printer, but are using both continuous and hand-fed forms, you may 
wish to select two printers and define each alike except for the forms—one would be 
hand-fed and the other continuous. You could then change the Printer Number at print 
time through Select or Change Print Options. 


Hand-Fed Forms When you select Hand-Fed forms, and send a document to that 
printer, you will hear a ‘beep”’ before the printer starts. 


e Insert a sheet of paper 
e Press the Print key 
e Type 4 for Printer Control 


A message will be displayed instructing you to insert a 
sheet of paper and press g. 
e Type g for ‘‘Go’’ (Restart Printing) 
Each time a page is printed, another ‘‘beep’’ sounds. Continue 


feeding forms and selecting the ‘‘Go’’ option until all pages are 
printed. 


See Also Getting Started section; Printer Control; Printers, Select 
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(11 Hard Space | | 


o Manual 


Automatic 


| 


If you wish to keep two or more words together such as your 
name, the date, or an equation, press the Hard Space key. 
instead of pressing the Space Bar. 


e Type the first word 
e Press the Hard Space key 
e Type the second word 


WordPerfect will consider the two words as one and may ask 
you to hyphenate the “‘word.’’ Because you want to keep the 
words together, press the Cancel key and the “‘word"’ will 
wrap to the next line. 


WordPerfect automatically places a Hard Space after the 
following characters: period, exclamation point, question mark, 
colon, or after any of these followed by a single quote, double 
quote, or right parenthesis. 


Because two spaces commonly follow these characters, 
WordPerfect makes the first a hard space, making both the first 
and second space part of the last word of the sentence. 
Therefore, the second space will not end up at the first of the 
next line. 
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Use a header to automatically print the same 
information (titles or page numbers) at the top of 
every page, odd pages, or even pages. 


Use a footer to automatically print the same 
information (titles or page numbers) at the bottom 
of every page, odd pages, or even pages. 


0o00000000000000000000 


: 
eo] 
ro) 
° 
° 
re) 
° 
° 
co) 
) 
Oo) 
fs) 
Oo, 
o 
° 
re) 
° 
9) 
re) 
2 


Creating e Position the cursor at the beginning of the page in which 
you wish the header or footer to begin 


e Press the Page Format key 

e Type 6 for Headers or Footers 

e Type a number to select a header or footer 
You may define as many as two headers and two footers. 

e Type 1 for every page, 2 for odd pages, and 3 for even pages 
You will see a clean screen. 

e Type the text of the header or footer 


You may use most WordPerfect features, such as 
centering, flush right, bold, underline, etc. Tabs are 
automatically converted to the proper number of spaces. 


e Press Exit to save your header or footer 
e Press the Enter key to return to your document 


The header or footer is not visible on the screen. Press 
the Reveal Codes key to view the text. 


Editing To make changes in a header or footer, 
e Position your cursor after the Header/Footer code 


WordPerfect searches “‘backward”’ through text to find 
the header or footer to edit. 


e Press the Page Format key 
e Type 6 for Headers or Footers 
e Type the number of the header or footer 
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Printing 


Page Numbers 


See Also 


e Type 4 for Edit 
The text is displayed. 
“ @ Make changes and press the Exit key 
e Press the Enter key to return to your document 


If you change the margins in your document after creating a 
header or footer, type ''4"’ for Edit, press the\Exit key, and the 
margins in your header or footer will automatically be updated. 


The Speller does not check words in headers, footers, footnotes 
or endnotes, but you may spell-check while editing them. 


If you use two headers (or footers) on the same page, be sure 
that one is Flush Right or printed on a different line— 
otherwise one may print over the other. 


Headers are printed starting on the first text line of the page. 
WordPerfect automatically subtracts the correct amount of 
lines, allowing for one blank line between the header and the 
document text. 


For example, if you have a one-line header, and your text lines 
are set for 54, two lines are used for the header and the rest 
(52) is for your document text. 


The first line of a footer is printed on the last text line of the 
page. An extra line above the footer is automatically used to 
double-space the footer from the text. If your footer is more 
than one line long, the rest of its text is printed in the bottom 
margin. 


If you want to include text with automatic page numbering, use 
a *N(Ctrl-N) in a header or footer instead of the Page 
Numbering feature. This is the only way you can precede page 
numbers with text, such as Page 21 


While creating a header or footer: 
e Position the cursor where you want page numbers 
e Hold down the Ctrl key and type n (a *N should appear) 
For Victor 9000 hold down Alt and press Insert 


If you select a page number position and ask for page 
numbering within a footer, you will have two page numbers 
printed on the page. 


Page Length; Page Format; Page Number Position; Page 
Number, New; Lesson 7 


39 REFERENCE 


L! Help 


On-line help is available whenever you are using WordPerfect. You can view a list of features 
or a screenful of information about any WordPerfect feature. The help key is self- 
documenting. Press the Help key and see. After pressing the Help key you can 


e Type a letter of the alphabet (A -Z) 


to see a list of all the features that begin with that letter. The name of the feature and the keys 
you need to press are included. 


You can also 
e Press a WordPerfect key 
to see a screenful of information about the feature. 


Some of the keys display a menu that allows you to see another screenful of information about 
each of the options. 


You can continue to browse at will through the help information by typing letters or pressing 
WordPerfect keys. 


When you want to return to your text, 
e Press the Space Bar or Enter key 


If you find that the help screens are no longer useful, and want to create more room on your 
working WordPerfect diskette, delete the WPHELP.FIL file. Without WPHELP.FIL on your 
working copy of WordPerfect, the Help key will not work. Copy the WPHELP.FIL back onto 
your working copy of WordPerfect from your backup copy to restore the Help function. 
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C1 Hyphenation Blinking “*-"" & “/” 


Hyphenation improves the visual appearance of a printed page by keeping justified lines 
and ragged right margins more evenly spaced. 


When typing, you may hear a beep and see the prompt ‘Position hyphen; Press ESC"’. 
WordPerfect wants you to hyphenate a word. 


The word is displayed with a hyphen inserted where the right margin would be. 


Hyphenating 


Cancel 
Hyphenation 


Turn Hyphen- 
ation Off 


See Also 


4] 


e Position the hyphen with the Left and Right Arrow keys 
e Press the Escape key when finished 


A soft hyphen is inserted into the word (see Hyphen, Hard 
and Soft). The soft hyphen blinks in Reveal Codes. 


If you do not want the word hyphenated, press the:‘Cancel key and 
the word wraps to the next line. 


The space before the word is changed to a soft return [SRt] and a 
cancel hyphenation code “‘/”’ is inserted in front of the word. 
Delete the blinking slash if you change your mind and want to 
hyphenate the word. 


If you do not want to hyphenate while typing, you can turn 
hyphenation off, then come back later and do it all at once. 


e Press the Line Format key 
e Type 5 for Hyphenation 
e Type 2 to Turn Off hyphenation 
Type ‘‘1’’ when you want to turn hyphenation back on. 


The space in front of each word that needs hyphenation is changed 
to a soft return [SRt] code. When you turn hyphenation back on, 
the [SRt] code is changed back to a space and WordPerfect asks 
you to hyphenate the word. 


Hyphenation is turned back on whenever you Clear your screen or 
exit WordPerfect. 


Cancel; Hyphen, Hard and Soft; H-Zone; Justification; Getting 
Started section; Learning section 
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(1 Hyphens, Hard and Soft {-| & Blinking -" 


Hard Hyphen 


Soft Hyphen 


See Also 
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When typing a hyphenated word such as ‘‘mother-in-law’’ use a 
hard hyphen instead of a dash. WordPerfect will use a hard or 
soft hyphen if it needs to hyphenate the word. 


e Type the first word 
e Press the Hard Hyphen key 
e Type the second word, etc. 


if the word needs to be hyphenated, WordPerfect will use the 
hard hyphen instead of asking you for help. 


WordPerfect may ask you to hyphenate words with dashes, 
because a dash is like any other character — this may result in 
double hyphens. 


A double dash (--) should be entered by typing a dash followed 
by a hard hyphen. 


When WordPerfect assists in hyphenation, a soft hyphen is 
inserted. The hyphen looks like a dash on the screen, but blinks 
in Reveal Codes. 


When you are editing, some hyphenated words may pull 
together again. The soft hyphen disappears from the screen, but 
it can be seen in Reveal Codes. 


You may want to insert a soft hyphen in a longer word to avoid 
hyphenation when editing. 


e Position the cursor where you want the hyphen 
e Press the Soft Hyphen key 


WordPerfect will use the soft hyphen if it can, instead of asking 
you for help. 


Getting Started section; Hyphenation; H-Zone; Justification: 
Lesson 1 
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(1) H-Zone (Hyphenation) [HZone Set:,| 


WordPerfect uses an H-Zone (Hyphenation Right Margin 


Zone) to determine if a word should be 
hyphenated or wrapped to the next line. 


There is a right H-Zone and a ieft H-Zone: 


Left H-Zone 


Right H-Zone 
| 


Hyphendtion 


If a word starts before or at the left H-Zone and moves past the right H-Zone, you will 
be asked to hyphenate the word (see Hyphenation). If a word starts after the left H-Zone 
and moves past the right H-Zone, it is wrapped to the next line. 


Setting the 
H-Zone 


H-Zone and 
Justification 


See Also 
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The hyphenation zone is preset to 7 and 0. You may change this 
setting to increase or decrease hyphenation. 


e Press the Line Format key 
e Type 5 for Hyphenation 

e Type 3 for Set H-Zone 

e Enter the left zone 

e Enter the right zone 


A smaller H-Zone requires more hyphenation; a larger H-Zone 
requires less hyphenation. 


The H-Zone also determines how far you can move the hyphen in 
the word. 


If right justification is on and you have a large hyphenation zone, 
the text in some lines may be unevenly spaced when the document 
is printed. 

If you have a line printer and define the right H-Zone setting for a 
number greater than 0, then some lines may print beyond the right 
margin when justification is on. 

With justification off, a small H-Zone will produce a more even 
right margin. 


Cancel; Justification; Lesson 12 
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O bIndent ( ® Indent] [EInd] 


indent The BIndent key is used to indent a paragraph from the left 
margin. Your paragraph will be indented one tab stop each time 
you press the @Indent key. 


The §Indent feature allows you to quickly indent an entire paragraph 
from the left margin. Simply press the indent key and type. 


Notice that every line is indented evenly from the left margin. When 
you are finished with the paragraph, press the Enter key and you 
are returned to the left margin. 


Also see the page on the Bindent@ feature. 
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e Press the §Indent key (You may press it more than 
once) 


The cursor will move to the next tab.stop. You can change 
the tab stops to change the indent value. 


e Type the paragraph 
e Press the Enter key to end the indent 


Hanging Indent Follow these steps to create a ‘‘hanging’’ paragraph — the first 
line begins at the left margin while the remaining lines are 
indented. 


Press the Indent key 
Press the @Margin Release key 
Type your text 


The first line of text will begin at the left margin with the 
remaining lines indented. 


Press the Enter key to end the indent 


See Also Center Text: ®Indent@; @Margin Release; Margins; Tab 
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O BIndenté (® Indent @| [EInd] 


eon* Indent@ This feature indents your text from both the left and right 
margins until the Enter key is pressed. The tab stops are used 
for indent stops also. This is useful for long, indented quotes or 
centering paragraphs. 


The §Indent@ feature allows you to quickly indent an entire paragraph 
from both the left and right margins. Simply press the §Indent@ key and 
type. 


Notice that every line is indented an equal distance from the 
left and right margins. When you are finished with the 
paragraph, press the Enter key and you are returned to the 
normal margins. 


Also see the page on the indent feature. 
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e Press the ®Indent@ key (You may press it more than 
once.) 


The cursor will move to the next tab stop. You can change 
the tab stops to change the indent value. 


e Type your text 
e Press the Enter key to end the indent 


To change your mind, press the Backspace key and type y'’ to 
delete the indent code. 


See Also Center Text; Indent; @Margin Release; Margins; Tab; Lessons 
5, 7 
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_] Index [Index:;] [DefMark:Index, | 


You can have WordPerfect generate an index for your document. Both headings and 
subheadings are available. 


Mark the Text First mark the text you want to include in the index. The marks 
can be seen in Reveal Codes and will not interfere with the way 
the document appears on the screen. 


Move the cursor to a word or phrase you want to place in 
the index 


Press the Mark Text key 
Type 5 for Index 


Press the Enter key if you are satisfied with the displayed 
word or enter whatever you like 


Enter the subheading 
If there is no subheading, press the Enter key. 
e Repeat the steps above for each item to be indexed 


Because you enter the appropriate headings each time, the 
index remains the same — even if the text is edited. You can 
also index items that do not appear in the document. 


Define and Move your cursor where you want the index to appear and 
Generate the Index define the index. After the index is defined, you may generate 
the index. 


Document two must be clear to generate an index. See Special 
Features for detailed instructions. 


See Also Special Features section 
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CO) Justification On/Off {Ri Just On|{Rt Just Off| 


© — Justification adjusts the spacing between printed characters to keep the right margin 
even. WordPerfect is preset for Justification On. You cannot see right justification on 
the screen. 
Justification For a ragged right margin, do the following: 
Off e Position cursor where you want to turn justification off 
e Press the Print Format key 
e Type 3 for Justification Off 
e Press the Enter key to return to your text 
Restore 
Justification e Position cursor where you want to turn justification on 
e Press the Print Format key 
e Type 4 for Justification On 
~ e Press the Enter key to return to your text 
You may turn justification on and off as many times as you wish 
in your document. The change is effective from the cursor 
forward in your document. 
Justification may also be turned on by deleting the previous [Rt 
Just Off] code. 
Move the cursor into your text and press the Print Format key 
to see if justification is currently on or off. 
See Also Delete Codes; Hyphenation; Margins; Lesson 2 
- 


ae 
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(1 Line Format 


You may change the tabs, margins, spacing, hyphenation, and alignment character 
within your document as many times as you wish by using the Line Format key. Only 
text from the change forward is affected. 


To change the format, 
e Press the Line Format key 
e Select the desired option 
e Press the Enter key to return to your text 


See Also Formatting; Getting Started section; Hyphenation; Learning 
section; Margins; Spacing; Tabs 
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() Lines Per Inch [LP ls} 


WordPerfect is preset to print six vertical lines per inch. You may change the number of 
lines per inch to eight. 


Set the Lines e Press the Print Format key 

per Inch e Type 2 for Lines per Inch 
2 Enter 6 or 8 for six or eight lines per inch 
e Press the Enter key to return to your text 


Your printer may not support eight lines per inch. Print the 
file PRINTER.TST found on your WordPerfect diskette to see if 
it does or does not print eight lines per inch. 


Set tire Text When choosing eight lines per inch, you may also want to 
Lines change the number of text lines on the page. 


e Press the Page Format key 

e Type 4 for Page Length 

e Type 3 for Other 

e Enter the form length in six lines per inch 
e Enter the number of actua/ textlines 


If you are using 8 lines per inch and want a 1 inch top 
and bottom margin, set the page length at 66 and the 
number of text lines at 72. 


e Press the Enter key to return to your text 
The page length is always entered at 6 lines per inch. 


See Also Page Format; Page Length; Print Format; Lesson 3 
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Ol List Files 


Use this feature to 


- view a Sorted list of all files on a disk or directory, 

- view the size of the document on your screen and remaining disk space, 
- view the size and last ‘save date’ of a file, 

- retrieve, delete, rename, or print any file on the list, 

- retrieve a DOS (ASCII) text file into WordPerfect, 

- change the default directory. 


List Files e Press the List Files key 
You now have 3 options: 


1. Press the Enter key to see a list of files in the 
directory shown on the status line or, 


2. Enter any directory you wish to see (e.g., A:*.*, B:*.* 
C:\*.*, C: \word*.*, etc.) 
3. Change the default directory by typing = (equals) 
before entering the new directory. 
e Press the Enter key to return to your text 


You may enter a filename ‘‘pattern,”’ after specifying a drive or 
directory, to view selected files. For example, B:*.LTR would 
list all files with an LTR extension on Drive B, or B:BOB.* 
would list all files named BOB on Drive B. 


List Files The header. The information at the top of your screen includes 

Screen today’s date, time of day, directory label (name), the size 
of your document in memory (on the screen), and the 
space available on the diskette. 


File list. Each file is identified by a filename, the size in bytes 
(roughly equivalent to characters), and the date and time 
the file was last saved. 
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List Files Menu You can retrieve, delete, rename, or print files from the List 
Files menu. The ‘Text in’’ option lets you retrieve ‘DOS text”’ 
or ASCII files to your screen. 


a. e Move the cursor to the desired file 
e Type the option number 


1 Retrieve - A copy of the chosen file is brought to 
your normal screen and inserted at the cursor. Text 
below the cursor is pushed down to make room for 

the incoming file. 


2 Delete- This option lets you change your mind 
before deleting the file. When you see ‘Delete 
filename? (Y/N) N,”’ type “‘y’’ to delete the file or any 
other key if you change your mind. Once deleted, a 
file cannot be retrieved. 


3 Rename - Just enter the new filename. 
4 Print - The chosen file is sent to the printer. 


5 Text in - A copy of the chosen fext file is 
prepared for WordPerfect, brought to your screen, 
and inserted at the cursor. 


See Also Delete Files; Print; Retrieve; Lesson 3 
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O Lists [Mark:List,]{EndMark: List, ]|DefMark: List, | 


In many documents you may want to include lists of figures, illustrations, tables, Maps, -— 
etc. WordPerfect can help you define and generate up to five lists. The entries will be 
listed in the order that they appear in the document. 


Mark the Text First you need to mark the text which will be included in the 
Lists. The marks can be seen in Reveal Codes and will not 
interfere with the way the document appears on the screen. 


e Move the cursor to an item you want included in a list 
e Press the Block key 
e Move the cursor to the other end of the item 
The block will be highlighted. 
e Press the Mark Text key 
e Type 2 for List 


e Type the number of the list in which you want the item 
included (1-5) 


Repeat the above steps for each item you want included in your - 
list(s). 


Define and 

Generate the List = After marking the items you want in the list, move your cursor 
where you want to begin the list. Define and then generate the 
list. See Special Features for details. 


See Also Special Features section 
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[) Locked Documents 


You may protect or “‘lock’’ your documents with a password so that no one will be able 
to retrieve or print the file without knowing the password—not even you! 


Save the 
Document 


Retrieve the 
Document 


53 


To protect and save a document, 


Press the Text In/Out key 
Type 3 to lock and save the screen document 
Enter the password. Re-enter the password 


You must enter the password twice to guard against 
mistyping. The password may contain up to 75 
characters. 


Enter the filename 


Make sure you do not save the locked document again as you 
exit or clear your screen. This would cause the locked 
document to be replaced by the unlocked document. 


To retrieve or ‘‘unlock’’ a protected document, 


Press the Text In/Out key 

Type 4 to unlock and retrieve a locked document 
Enter the filename 

Enter the password 


If you forget the password, there is absolutely no way to 
retrieve the document. 


If you retrieve the file by pressing the Retrieve key or List 
Files, you will be asked for the password. Enter the correct 
password. If it is incorrect, you will see the message ‘'File is 
locked.”’ 


A locked document must be printed from your screen. 
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Macro 


Macros can make life easier by storing frequently used phrases, paragraphs, formats, 
etc., which can be retrieved with a few keystrokes. 


To help you visualize what a macro is, think of any keystroke routine (such as a letter 
closing) that you do often and then imagine giving this routine a name. Now, instead of 
typing the same old routine, just type the name of the routine and it is done. 


Define a Macro e Press the Macro Def key 
‘Macro Name:’’ appears on the status line. 
e Enter a name (2 to 8 characters—no extension) 
“Macro Def’ starts blinking on the status line. 
e Type the keystrokes you want stored 
e Press the Macro Def key again to end the macro definition 
“Macro Def’’ stops blinking. 


The macro is saved on your default drive or directory with a 
.MAC extension attached to the macro name. 
[fa macro name already exists ‘“‘Replace macroname (Y/N) N’”’ 


Ce Se oe 


will appear. Type “y’’ to replace the old macro. 


Start a Macro When you are ready to use a macro, 
e Press the Macro key 
e Enter the macro name 


The Special Features section gives additional information on 
naming and creating macros. 


Repeating Macros _ Use the Escape key to automatically repeat macros as many 
times as you wish. 


e Press the Escape key 
e Type the number of times you want to repeat the macro 
e Start the macro 


See Also Merge section; Special Features section; Lesson 11 
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[] @Margin Release [ @Mar Rel:] 


The @Margin Release key will move the cursor one tab stop to the left each time you 
press it—even beyond the left margin. 


e Press the @Margin Release key 
Cursor will move one tab to the left. 


Use the following steps if you wish to have a “hanging paragraph."’ The first line begins 
at the left margin while the remaining lines are indented. 


e Press the ®Indent key 

e Press the @Margin Release key 
e Type your text 

e Press the Enter key 


When the cursor reaches the left-most tab stop, the @Margin Release key will no longer 
work. 


This is not a cursor control key, but a feature that puts a code in your document each 
time you press the key. 


Pressing this key in the middle of a text line may cause some text to disappear from 
your screen. 


To use Wordperfect's Left Margin Release feature, press the @Margin 
Release key and enter your text. This causes the first line of text to 
“hang” outside the left margin and all other text lines to align on the 


left margin. 


See Also BIndent; Blndent@; Margins; Tabs; Tab Set; Lessons 5, 8 
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The Line Format key lets you set new left and right margins. Margins may be set to any 
value between 0 and 250. 


e Press the Line Format key 
e Type 3 for Margins 
The current margins will be displayed. 
e Enter the new left margin 
e Enter the new right margin 
From that point forward, the margins are changed. 


If your cursor is not at the left margin when setting margins, a Hard Return [HRt] is 
inserted before the setting. 


You will need to adjust the margins when using different fonts and pitch. For example, 
when using 10 pitch, you should set the margins at 10 and 74 for 1 inch margins; for 
12 pitch, set the margins at 12 and 90. 


You may need to change the tab settings whenever you change margins. 


See Also BIndent; HIndent@; @Margin Release; Pitch; - Lesson 3 
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The Mark Text key helps you to 
- Create Outlines by automatically inserting paragraph numbers [Par* | 
- Insert Paragraph Numbers [Par*#] 


- Mark text for Redlining (text being considered for addition to the 
document) [RedLn]|[r] 


- Remove Redline markings and Strikeout text 
- Mark words for an Index [Index:heading;subheading] 


- Define the style for the Lists, Table of Contents, Paragraph Numbering and 
Index features [DefMark: , ] or [Par*Def] 


- Generate Table of Contents, Lists, and Index 


When "sed with the Block key, the Mark Text key lets you mark existing text for 
- Table of Contents [Mark:ToC, |[EndMark:ToC, | 
- Lists [Mark:List, ||EndMark:List, | 
- Redlining (text being considered for addition to the document) [RedLn][r] 
- Strikeout (text being considered for deletion from the document) [StrkOut] {s] 
- Index [Index:heading;subheading| 


See Also Index: Lists; Redline and Strikeout; Table of Contents; Special 
Features section 
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L| Math 


{Math On]{[Math Off]|Math Def] 


You may combine four-function math for calculations across columns and 
subtotals, totals, and grand totals down columns. 


Math Documents Follow these steps to use the Math feature. 


set tabs for each column (Line Format key) 

Press the Math/Columns key 

Type 2 for Math Definition and define each column 
Press Exit to leave the Define menu 

Type 1 to turn Math On 

Type text and numbers 

Type 2 to Calculate 

Press the Math/Columns key 

Type 1 to turn Math Off 


Whenever you edit the math document, select the Calculate 
option to update your totals. 


See Also Math section 
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This is sometimes referred to as ‘‘mail-merge’’ because it is commonly used to mass- 
produce “‘personalized’’ form letters and mailing labels. The merge in WordPerfect can 
be used for much more. 


Contracts and boilerplates, phone lists and memos are just a few of the documents that 
WordPerfect helps people do every day. 


Every merge must start with a ‘‘primary file.’’ This is the main form which contains 
text and codes which direct the merge. A primary file can merge with information from 
either a secondary file (such as an address list), text from the keyboard, other user files 
or any combination of the above. 


e Press the Merge key 
e Enter the name of the primary file 
e Enter the name of the secondary file 


Press the Enter key if you are not merging with a secondary file, but instead are 
merging with the keyboard or other files. 


An optional sorting package (WordPerfect Sorter) is available. The sorter lets you sort 
and select records in a secondary file. See your dealer for details. 


See Also Merge section; Lessons 9, 10, 12 


09 REFERENCE 


[1] Move 


The Move key allows you to cut or copy a sentence, paragraph, page, or block of text. It fm 
will also retrieve the cut or copied text. 


Press the Move key 

Type 1, 2, or 3 for Sentence, Paragraph, or Page 

The selection will be highlighted. 

Type 1 to Cut or 2 to Copy 

Cut will remove and save the text, whereas Copy will save and leave the text. 
e Position cursor where you want to retrieve the text 

Press the Move key 

e Type 5 to retrieve the text 


The Move key is also used with the Block key to move a column or block of text or to 
append a block of text to an existing file. 


See Also Append; Block; Column, Move; Cut and Copy; Retrieve; 
Lesson 5 
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[1 Outline [Par* | 


The Outline feature automatically inserts paragraph numbers to create an outline. You 
can have up to seven levels in the outline. 


Create an Outline Follow these steps: 
Position the cursor where you want to begin your outline 
Press the Mark Text key 
e Type 1 for Outline 
“Outline”’ appears on your screen. 
e Press the Enter key to begin your outline 
The first outline number appears. 


Press the §Indent key and type the first line of your 
outline 


Do not use the Tab key. If you do, you will be given the 
next level for the outline. 


Press the Enter key to generate the next outline number. 
You may then press the Tab key as many times as you 
— wish to display the next level(s). 


You may edit your outline at any time. The whole outline 
will be automatically renumbered. 


When finished with the outline, press the Mark Text key 
Type 1 to turn Outline off 
“Outline”’ disappears from your screen. 


ooo000 


“000000 
e 


eo oo0noo00 
e 


Delete Outline The outline numbers appear on your screen because of a code 
Numbers inserted in your document. If you want to delete an outline 
number, position your cursor next to or at the number, 


e Press the Backspace or Delete key 
“Delete [Par#] (Y/N) N”’ will appear. 


e Type y to delete the number; type nor any other key, and 
the code and number remain 


The numbering style may be changed. See Special Features for 
detailed instructions. 


See Also Mark Text; Paragraph Numbering; Special Features section 
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[1] Overstrike [Ovrstk] 


The Super/Subscript key has an Overstrike option which lets you print two characters 
in the same position. This is useful for combining characters on your keyboard to create 
foreign characters and chemical symbols. 


e Type the first character 
e Press the Super/Subscript key 
e Type 3 for Overstrike 
e Type the second character 
Only the second character appears on your screen, but both characters are printed. 


Your computer may be able to display several foreign, Greek, and graphic characters. 
You can “‘map"’ your keyboard to make typing these characters easier. Your printer may 
also be able to print these characters (see your printer manual and Extended Characters 
in the WordPerfect Installation Pamphlet). 


See Also Super/Subscript; Extended Characters in the WordPerfect 
Installation Pamphlet 
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(| Page, Hard and Soft [HPg]|SPg] 


Hard Page 


Soft Page 


See Also 


[op) 


3 


The Hard Page key inserts a page break at the cursor. 
e Position the cursor where you want the new page 
e Press the Hard Page key 

To remove a Hard Page break 
e Position the cursor just below the page break 
e Press the Backspace key 


WordPerfect will automatically insert a page break when the 
preset number of text lines is reached. If you have headers, 
footers, footnotes, or page numbering, WordPerfect will 
subtract the appropriate number of text lines. A soft 

page break may be moved by changing the number of *‘text 
lines’ (see Page Length). 


Conditional End of Page; Page Format; Widow/Orphan, 
Lessons 8, 10 
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Page Format 


The Page Format key contains items that affect the size of the printed page. 
WordPerfect takes these items into account when ending a page. For example, if you 
have chosen page numbering and a header, the appropriate number of Jines will be 
subtracted from the total number of available text lines. 


e Press the Page Format key 
e Select the desired option and enter the values 


The Page Format menu will remain, allowing you to choose several options before 
returning to your text. 


e Press the Enter key to return to your text 


The following is a list and description of each Page Format option: 


Page Number Displays a selection of page number locations. Preset for no 

Position page numbering. You can also number pages in a header or 
footer. 

New Page Renumbers pages by inserting a new page number code and 

Number lets you choose between Roman and Arabic style numbers. 

Center Page Centers a page from top to bottom at the printer. 


Top to Bottom 


Page Length Changes the Page length & number of text lines on the page. 
Top Margin Sets your top margin in half-lines. Preset for 1 inch. 
Headers or Prints the same text at the top or bottom of each page. You can 
Footers also number pages. 

Page Number Defines the column positions for the Page Number Position 


Column Positions option. Preset for L=10, C=42, R=74. 
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Suppress for Turns off any combination of page formats for the current page. 


Current Page Only 

Conditional Keeps a block of text together at all times. 

End of Page 

Widow/ Orphan Keeps at least two lines of a paragraph together at the top or 
Protection bottom of a page. 

See Also Lessons 2, 3, 7; You may find more detailed information on 


each of these features in this section. 
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([] Page Format, Suppress [Suppress: | 


The Suppress option allows you to suppress (turn off) any page formatting items for the 
current page. 


e Position the cursor at the very top of the desired page 
e Press the Page Format key 
e Type 8 to Suppress for Current page only 
e Enter the numbers for the formats you want to turn off 
e Press the Enter key to return to your text 
To suppress more than one format, link the menu numbers with plus signs (1+6+7). 


You may also choose to have the page number printed at the bottom center position for 
the current page only. 


See Also Page Format; Headers or Footers; Page Number Position; 
Lessons 2, 3, 7 
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C1 Page Length [Pg Lnth:,| 


With the Page Length option, you can set various page lengths for your documents and 
the number of single-spaced text lines printed on the page. 


The page break on your screen shows you the number of text lines that will be printed 
(minus headers, footers, etc.) —not the page length. 


WordPerfect is preset for letter size (8% x 11) containing 66 lines with 54 lines of text. 
This setting provides for a 1 inch top and bottom margin. If you want to change the 
settings, 


e Position the cursor within the page where you want the new setting to begin 
e Press the Page Format key 
e Type 4 for Page Length 


e Type 1 if you want the default settings for Letter Size, 2 if you want Legal Size 
(Form=84, Text Lines=72), or 3 if you want to specify your own settings (108 
lines maximum, no minimum). 


If you choose ‘‘3’’, enter the Form Length (at 6 lines per inch); then enter the 
number of Single-Spaced Text Lines. 


e Press the Enter key to return to your text 
You can change the page length as many times as you want in a document. 


In choosing the number of ‘‘text lines’ for option 3, be sure to leave room for your top 
and bottom margins. For example, with 8 lines per inch and a 1 inch top and bottom 
margin, you would set the page length at 66 and the number of text lines at 72. 


Headers, footnotes, and one line of footer text are included in the number of text lines. 


See Also Footnotes and Endnotes; Headers or Footers; Page Format; Top 
Margin; Lesson 3 
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(| Page Number Column Positions |Ps*(o):, | 


The Page Number Column Positions option lets you define the column positions for 
automatic page numbering. 


e Position the cursor at the beginning of the document or page 
e Press the Page Format key 
e Type 7 for Page Number Column Positions 


e Type 1 if you want to Set to the Initial Settings, or 2 if you want to Set to 
Specified Settings 


If you choose ‘'2”’, enter the column positions you want for Left Corner, Center, 
and Right Corner. 


e Press the Enter key to return to your document 


The new settings must come before you choose the Page Number Position in your 
document. The positions are entered in 10 pitch. 


See Also Headers or Footers; Page Format 


| Page Number, New eer 


The New Page Number option lets you renumber a page, changing the numbering from 
that page forward. This feature is especially useful when printing a document that is 
saved in two or more files. 


You may also specify the numbering style—Arabic or lower case Roman. This is useful 
for a Preface, Forward, Table of Contents, etc. 


e Position the cursor at the top of the page you want to renumber 
e Press the Page Format key 

e Type 2 for New Page Number 

e Enter the new page number 

e Type 1 for Arabic (1, 2, etc.), 2 for lower case Roman (i, ii, etc.) 
e Press the Enter key to return to your text 


When you change a page number, the new number will show up on the status line, and 
all the following pages will be renumbered consecutively. 


See Also 


Headers or Footers; Page Format; Page Number Column 
Positions; Page Number Position; Lesson 7 
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Select Number With the Page Number Position option, you can specify where 
Position you want an automatic page number to appear when your 
document is printed. 


e Position the cursor at the beginning of the document or page 
e Press the Page Format key 

e Type 1 for Page Number Position 

e Type the number of the desired position 

e Press the Enter key to return to your text 


There are nine options on the Page Number Position menu: 


- No page numbers 

- Top left of every page 

- Top center of every page 

- Top right of every page 

- Top alternating left and right 
- Bottom left of every page 

- Bottom center of every page wn 
- Bottom right of every page . 
- Bottom alternating left and right. 


Page numbers are preset to print at position 10 for the left 
corner, 42 for the center position, and 74 for the right corner. 


When you choose automatic page numbering, WordPerfect 
subtracts two lines from the number of single-spaced text 
lines—one for the page number and one to separate it from the 
body of the text. Page numbers do not appear on the screen, but 
will be printed at the requested position. 


See Also Headers or Footers; Page Format 
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Paragraph Numbering | Par*|[Par* Def] 


Numbering 
Paragraphs 


Define Paragraph 
Numbering 


See Also 


You may number your paragraphs with WordPerfect. If a 
paragraph number is inserted or deleted, all paragraphs will 
be renumbered automatically. 


e Position your cursor at the beginning of the line or 
paragraph you wish to number 


e Press the Mark Text key 
e Type 2 for Par # 


The appropriate paragraph number appears on your 
screen. 


There are seven levels of paragraph numbering available. 
Levels are defined by tab settings. 


You may use the Outline feature to automatically insert 
paragraph numbers as well. 


WordPerfect is preset to use the Outline Numbering style. You 
may change the style for numbering paragraphs. 


e Press the Mark Text key 

e Type 6 for Define 

e Type 7 to define paragraph numbering 
e You can then select 


1 for Paragraph Numbering 
2 for Outline Numbering 

3 for Legal Numbering 

or 4 for Other 


If you type 4, you may choose your own style and punctuation 
for each level. 


Mark Text; Outline; Special Features section 
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This feature lets you change the number of printed characters per inch. Pitch is not om 
shown on your screen. Some printers do not support pitch changes. be 


e Press the Print Format key 
e Type 1 for Pitch/Font 
e Enter the pitch (characters per inch) 
Type ’*”’ after the pitch number for proportional spacing. 
e Enter the Font or Print Wheel number 
Necessary on some printers. 
e Press the Enter key to return to your text 
WordPerfect has been preset for 10 pitch. However, any pitch setting may be used. 


Remember to change margins whenever you change pitch. Standard margins for 12 
pitch are 12 and 90. 


WordPerfect—not the printer—will control all pitch changes. You may set the printer 
for proportional spacing rather than having WordPerfect do it for you. However, your 
text will not be right justified, and bold and underline may not work properly. 


See Also Font; Print Format; Printers and Fonts, Display; Proportional 
Spacing; Lesson 3 
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[) Print 


There are several ways of printing part or all of a document. You may print the full 
document on the screen, a page, a block, selected pages, or a document from the 
disk. 


Full Text Print This option on the Print key lets you print the entire document 
on your screen 


e Press the Print key 
e Type 1 for Full Text Print 
The document is sent to your printer. 


Page Print This option on the Print key lets you print the page on which 
the cursor is positioned. 


e Press the Print key 
e Type 2 for Page Print 
The page is sent to your printer. 


Block Print You may print a block of text using the Block and Print keys. 
e Position the cursor at one end of the block 
e Press the Block key 
e Move the cursor to the opposite end of the block 
e Press the Print key 
e Type y to Print the Block 
Type “‘n”’ if you change your mind. 
Press the Block key to turn block off. 
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Print a Document The Print a Document option on the Printer Control menu will 
print a document filed on your disk. 


e Press the Print key 
e Type 4 for Printer Control 


e Type pto Print a Document 
e Enter the name of the document you wish to print 
e Press the Enter key to start on the first page 
You can enter any Starting page you want. 
e Press the Enter key to print the entire document 
You can enter any ending page you want. 
e Press the Enter key to print the entire document 


List Files Print This Print option on the List Files menu lets you print any file 
listed. 


e Press the List Files key 
e Press the Enter key 


e Position the cursor at the name of the file you wish to lan 
print | 


e Type 4 for Print 
e Press the Enter key to return to the screen 


If you print specific pages, one page, or a block of text and have 
long footnotes on the page or in the block, they will also be 
printed—even if they take several pages. 


All endnotes up to and included in the page(s) or block of text 
will be printed after the text. 


See Also List Files; Printer Control 
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CL) Print Format 


This key is used to send instructions to your printer. When an option is chosen, a code 
is placed in your document at the cursor position and affects printing from the cursor 


forward. 


Press the Print Format key, and select one of the following options: 


Pitch 


Font/Print Wheel 
Lines per inch 


Justification 


Underline Style 


Non-continuous 
Continuous 
Single 

Double 


Sheet Feeder 
Bin # 


Insert Printer 
Command 


See Also 


Characters per inch (preset to 10). Type an asterisk after pitch 
for proportional fonts, i.e., 10* 


Print style. Preset to font 1. 
Choice of 8 or 6 vertical lines per inch. Preset to 6 LPI. 


Adjusts characters and space to print an even right margin. 
Preset to on. 


Preset to non-continuous, single. 


Tabs are not underlined. 
Tabs are underlined. 
One-line underlining. 
Two-line underlining. 


Inserts sheet of paper from chosen bin. Preset to 1. 


Sends any command your printer recognizes (see your printer 
manual). 


Font; Justification On/Off; Lines Per Inch; Pitch; Printer 
Commands: Sheet Feeders; Underline 
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Ol Print Job, Cancel 


The Cancel Print Job(s) option on the Printer Control menu allows you to cancel any or 
all print jobs. 


e Press the Print key 
e Type 4 for Printer Control 
e Type c to Cancel Print Job(s) 
e Enter the number of the job you wish to cancel 
If you would like to cancel all jobs, enter * in place of the number. 
e Press the Enter key to exit from the Printer Control menu 


When a print job is canceled, WordPerfect will automatically advance the paper in your 
printer to the top of the next page. 


See Also Printing, Stop 
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Print Jobs, Display 


When you send a document to the printer, WordPerfect gives it a job number. The 
Display All Print Jobs option shows you a list of all jobs waiting to be printed. 


e Press the Print key 

e Type 4 for Printer Control 

e Type d for Display All Print Jobs 

e Press the Enter key to return to your text 


Up to three print jobs are displayed under the Job List heading on the Printer Control 
screen. The ‘‘Additional jobs not shown: displays the number of additional jobs waiting 
to be printed. 


See Also Printer Control 
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L]_ Print Options, Change 


You may change the printer number, number of copies, or binding width immediately 
before requesting Full Text Print or Page Print. These changes affect the current print 
job only. If you want to make more permanent changes, see Print Options, Select. 


e Press the Print key 
e Type 3 to Change Print Options 


e Type 1 to change the printer number, 2 to change the number of copies, or 3 to 
change the binding width 


e Enter the change 
e Press the Enter key 
Type either 1 (Full Text Print) or 2 (Page Print) 


See Also Binding Width; Print Options, Select; Printers, Select 
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You may change the printer number, number of copies, or binding width with the Select 
Print Options item on the Print key menu. These changes are not temporary for one 
document as they are in Change Print Options, but remain for all documents until] you 


exit WordPerfect. 
e Press the Print key 
e Type 4 for Printer Control 
e Type 1 for Select Print Options 
e Type 1 to change the printer number, 2 to change the number of copies, or 3 to 
change the binding width 
e Enter the change 


See Also Binding Width; Print Options, Change; Printer Control; 
Printers, Select 
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|} Printer Commands [Cmnd: | 


These commands are used to control special functions of your printer or typesetter. 
However, they do not affect the formatting of your document on the screen. 


e Press the Print Format key 

e Type a for Insert Printer Command 

e Enter the command which will be sent to the printer 
These commands can be found in your printer manual. 

e Press the Enter key to return to your text 


Printer Commands are not displayed on the screen, but may be seen by pressing the 
Reveal Codes key. 


Command codes /ess than 32 decimal and greater than 126, must be entered in angle 
brackets. Codes between 32 and 126 decimal (printable characters) may be typed or 
entered in decimal in angle brackets. 


For example, you may have a two-color ribbon and your printer manual gives the 
command for changing to the second color as ESC Q. This may be entered as <27>Q. 
(27 is the decimal equivalent for ESC.) To change back to the first color, the command 
may be ESC w which would be entered as <27>w. 


Down-loading a If a large number of codes must be sent to the printer (i.e., 

font or file down-load a font), you can create a file of these codes using 
BASIC or a text editor, and have WordPerfect send the whole 
file to the printer. To do this, 


e Press the Print Format key 

e Type a for Insert Printer Command 
e Press the Retrieve key 

e Enter the name of the file 
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_] Printer Control 


WordPerfect has provided a helpful way to manage your printing. 
e Press the Print key 
e Type 4 for Printer Control 
The following is a short description of the options displayed on the menu: 


Select Print 
Options 


Display Printers 
and Fonts 


Select Printers 


Cancel Print 
Job(s) 


Display All 
Print Jobs 


“Go” (Resume 
Printing) 


Print a Document 


Stop Printing 


You may change the printer number, the number of copies and 
binding width. These changes are not temporary for one 
document as they are in Change Print Options, but remain until 
you exit WordPerfect. 


Select ‘‘Change Print Options’”’ from the Print key menu to 
make changes for a single document. 


Displays a list of six printers and the eight available fonts for 
each printer. 


You may define up to six different printers. However, if you 
have only one printer, you may wish to set up several 
definitions—one for continuous forms, one for single sheet 
forms, etc. 


Cancels one or all print jobs. 


Up to three print jobs are displayed on the screen. Use this 
feature to display a// waiting print jobs. 


Restarts the printer after it has been stopped for hand-fed 
forms, font changes, or after using the Stop Printing option. 


Prints a document that has been saved on disk. You may specify 
on which pages to begin and end printing. 


Used to stop the printer without canceling the print jobs. Use 
this key if the paper jams, ribbon runs out, etc. After fixing the 
problem, press g to restart the print job. The job will restart at 
page 1. 
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Also displayed is information regarding the Current Print Job and the Job List. 
Messages will appear to assist you in solving most printing problems. 


See Also This section contains more detailed information on most of the 
above options. 
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Printers, Select 


Before you start printing, WordPerfect needs to know which printer(s) you will be 
using. The Select Printer option allows you to select the printer definition that 
WordPerfect will use to communicate with the printer. You are also asked which printer 
port you are using and the type of forms. 


Select Printer e Press the Print key 
e Type 4 for Printer Control 
e Type 3 to Select Printers 
You may Select up to 6 printers. 
e Enter the number that corresponds to your printer 
e Type the port number 


You normally select an LPT port if the cabling 
between your computer and printer is parallel or a 
COM port if it is serial. Exceptions are explained in 
the Installation pamphlet. 


e Type the number which corresponds to the form in 
which paper will be fed to your printer 


You may continue to select up to 6 printers. Press Cancel 
if you change your mind and want to cancel all changes. 


e Press the Exit key, then the Enter key, to return to your 
text 


If you select Hand-fed (single sheet) Forms, WordPerfect 
assists you in printing the individual pages (see Forms). 


If you select 3 for Sheet Feeder, additional settings and the 
type of sheet feeder are displayed. Press the Enter key to 
use the initial settings, then try printing. If there are 
problems, use the Select Printers option again to adjust the 
Settings. 


If there is not a selection listed for your sheet feeder, 

choose ‘‘Other.’’ You will be prompted to enter the control 
codes for ejecting a page, selecting bins and inserting a 
sheet. These codes can be found in your sheet feeder manual. 
Printer number 6 is a DOS text printer and will print a file 
to disk with the filename DOS.TXT unless you redefine it. 


If you have two diskette drives and want to ‘‘reselect printer,”’ 
you must first delete WPRINTER.FIL from your WordPerfect 
working diskette. 


See Also Printer Control 
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(| Printers and Fonts, Display 


The Display Printers and Fonts option lists selected printers and accompanying fonts. 
Press the Print key 

e Type 4 for Printer Control 

e Type 2 to Display Printers and Fonts 

e Press the Enter key once to see printers 4-6, and then twice return to your text 


To change these fonts, you must use the PRINTER program included on your 
WordPerfect diskette. See the Installation pamphlet for more detailed printer 
information. 


See Also Font 
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L| Printing, Stop 


a. 
The Stop Printing option on the Printer Control menu is designed to stop printing 
without canceling the document from the job list. Use this option if the paper jams, 
ribbon runs out, etc. 
e Press the Print key 
e Type 4 for Printer Control 
e Type s to Stop Printing 
e Press the Enter key to exit from the menu 
When you use the Stop Printing option, WordPerfect does not advance the paper to the 
top of the next page. Before you continue printing, you need to advance the paper and 
reset the top of form on your printer. 
To continue printing, select “‘Go"’ from the same menu. The printer will begin printing 
at the beginning of the document or specified page. 
Your printer may not stop immediately if it has a large buffer. 
“See Also Printer Control 
cet 


85 REFERENCE 


[J Printing to Disk 


WordPerfect lets you output a file to your disk in a ‘‘printer’’ or “‘text’’ format. The file 
is stored as an ASCII DOS text file. However, it will also contain all the characters and 
codes which ordinarily would have been sent to the printer you selected. 


e Press the Print key 
e Type 4 for Printer Control 
e Type 3 to Select Printers 


When you reach the printer you want to define for disk file output, 
e Enter the number of the printer definition you want to use 
e Type 8 for Device or File Pathname 
e Enter the name for the output document 
e Type the number of the desired form 


If you select 3 for Sheet Feeder, enter the appropriate information. The sheet 
feeder codes will also be placed in the disk file. 


e Press the Enter key to exit from the menu 
When you send a document to the selected printer, the text will be saved on your disk 
under the name you entered. 


Printer number 6 is a DOS Text printer unless you define it otherwise. Printing a file to 
printer number 6 will delete all codes except CRLF’s and will name the file DOS. TXT. 
This printer is automatically defined after you have defined your own printer using the 
Select Printers option. 


See Also Text In/Out 
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- 


[1 Proportional Spacing 


When you select Proportional Spacing, a code is placed in your document that tells the 
printer to proportionally space this document. 


This means that each character will be spaced according to its width. For example, 
capital letters are wider than lowercase letters, and m’s are wider than i's, etc. 
The change will take effect from the point at which you enter the code. 

e Press the Print Format key 

e Type 1 for Pitch/Font 

e Type 13, followed by an * (13*) 

e Enter the number for the proportionally spaced font 

WordPerfect has usually defined font 3 as a proportionally spaced font. 


e Press the Enter key to return to your text 


WordPerfect uses HMI (Horizontal Motion Index) to control proportional spacing. If 
your printer does not have an adjustable HMI (most dot-matrix printers don't), WP may 
be able to use other printer commands to control proportional spacing. You may need to 
insert the proper printer commands in the PRINTER program included on the 
WordPerfect Supplementary diskette. More information can be found in the Installation 
Pamphlet. 


Print Wheels 


To locate which fonts have been defined for proportional spacing, press the Print key, 
type 4 for Printer Control, then 2 to Display Printers and Fonts. The predefined fonts 
will then be displayed on the screen. Note the number that corresponds to the 
proportionally spaced print wheel which you will be using. 


Generally, there are two types of proportional spacing switches which can be set at the 
printer. One type designates the kind of print wheel to be used, such as metal, plastic, 
or proportionally spaced. If your printer has this type, set it to proportional spacing. 
The second type designates pitch: 10, 12, 15, or PS. This switch should be set at 10 
pitch, which will enable WordPerfect to contro! the proportional spacing. 


See Also Font 
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[} Redline and Strikeout |Redln|{r| |StrkOQut}{s| 


When editing a document, you may want to add some suggested text. The Redline 
feature will mark the line or lines of text being edited. 


| Redlined text will be marked with a vertical bar in the left margin 
| when itis printed. 


A-dash-wilt-be- printed through the text marked for strikeout 


Insert Redlined e Position the cursor where you wish to add the suggested 
Text text 


Press the Mark Text key 
e Type 3 for Redline 


A ‘‘+’’ is displayed to the right of the Pos number on the 
status line. 


e Type the new text 
Press the Mark Text key 
Type 3 to turn the Redline feature off 


ep 


The ‘‘+’’ on the status line disappears. 


Redline Existing You may also Redline existing text by using the Block key. 


Text e Position the cursor at one end of the block of text to be 
redlined 


e Press the Block key 
e Move the cursor to the opposite end of the block 
e Press the Mark Text key and type 3 to Redline the Block 


When printed, the redlined text will be marked by a vertical 
bar in the left margin. You may use the PRINTER.EXE program 
included on the Supplementary diskette to define italics or a 
different character to mark the redlined text. If you have a 
color printer, you can send your printer a command to mark 
the redlined text with another color. 
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Strikeout Text 


Remove Redline 
Markings and 
Strikeout Text 


See Also 


When editing a document, you may want to indicate portions of 
text that could possibly be deleted. The Strikeout feature will 
mark the text that is being considered for deletion when you 
print the document. 


e Position the cursor at one end of the block of text you 
wish to strikeout 


Press the Block key 

e Move the cursor to the other end of the block 
e Press the Mark Text key 

Type 4 to Strikeout the text 


A dash will strike over the marked text when the document is 
printed. You may use the Printer program included on the 
Supplementary diskette to change the strikeout character. 


As you move the cursor through strikeout text, you will see a 
‘*-"’ to the right of the Pos number on the status line. 


If you decide later to add the redlined text, use the Remove 
option to delete the text marked for strikeout and all redline 
marks. 


e Press the Mark Text key 
e Type 4 for Remove 


e Type y to remove the markings; type njor any other key 
if you change your mind 


Special Features section 
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[] Replace (Global Search and Replace) 


This feature (sometimes called ‘Global Search & Replace’’) helps you replace every ! 
occurrence of a word, phrase, or WordPerfect code with another word, phrase, or - 
WordPerfect code in a document or block of text. 


Replace in a Follow these steps: 
Document e Press the Replace key 


e Type y if you want to confirm each replacement and n if 
you want WP to do it for you automatically 


If you type ‘‘y’’, the cursor will stop at each occurrence 
and give you a chance to say ‘‘yes”’ or ‘‘no’’ to the 
replacement. 


e Type the string of characters and/or press the function 
key for the code you wish to search for 


e Press the §Search key (you will be asked to type the 
““replace’’ string) 


e Type the string of characters and/or press the function 
key for the code you wish to replace it with 


Press the § Search key when asked for the ‘‘Replace’’ 
string if you want to delete the searched for phrase or 
codes. 


e Press the Search key to start the replacement 


If the string of characters or codes is not found, “* Not Found 
**’ appears at the bottom of your screen. 


Replace only works in a forward direction. 


If you want WordPerfect to find a whole word such as the 

(not these, therefore, and other) you must enter spaces before 
and after the word. Lowercase characters will match both 
lowercase and UPPERCASE. UPPERCASE will match only 
UPPERCASE. Ctrl-X ( * X) will match any character except a 
function code, but should not be the first character in a string. 
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Replace ina Follow these steps: 
Block e Position the cursor at the end of the block 
e Press the Block key 
e Move the cursor to the beginning of the block 


e Press the Replace key and enter the search string, then 
enter the replace string as explained above 


WordPerfect Below is a list of all the features you can use in the replace 
Features string: 
Advance Up or Down Merge R 
Center Page Overstrike 
Columns on Required Hyphen 
Hyphenation Cancel Required Space 
Justification On/Off Soft Hyphen 
Math On subscript 
Math Operators Superscript 
Merge Codes Widow/Orphan 
Merge E 
You can create a macro that will search for and replace any 
WordPerfect code. 
See Also Block; Delete Codes; Reveal Codes; Search; Lesson 7 
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[] Retrieve 


You may retrieve a file onto a clear screen or you may insert it into a document at the 
cursor. 


You can use the Retrieve key: 
e Press the Retrieve key 
e Enter the name of the file you wish to retrieve 


You can also use the List Files key: 

Press the List Files key 

Press the Enter key or enter a new directory or drive 
Position the cursor at the name of the desired file 
Type 1 for Retrieve Text 


When retrieving, you are only displaying a copy of a file. The original file remains 
unchanged on the disk until you ‘‘replace’’ it when you save what is on your screen. 
Give the document on your screen a new filename if you want to save both the original 
and edited documents. 


If the message ‘ERROR: File not found” appears, the filename has been entered 
incorrectly, the file is on another diskette, or the file does not exist. WP will allow you 
to try again. 


If you change your mind and do not want to retrieve a document, press the Cancel key. 
If you attempt to retrieve a locked file, WordPerfect will ask you for the password. 


See Also Cut and Copy; List Files; Locked Documents; Move; Save; 
Lessons 2, 3, 7 
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Reveal Codes 


WordPerfect is a ‘‘clean screen’ program which shows, as closely as possible, how the 
text will actually look on a piece of paper. Therefore, there are no control codes or 
special symbols on the screen to clutter your text. 


When you press most WordPerfect feature keys, a code is inserted into your text. These 
codes determine how your text looks on the screen and/or at the printer. For example, 
when you change your margins, turn justification on, type a footnote, or select page 
numbering, a code is inserted. 


To see the codes and where they are in the text, press the Reveal Codes key. This will 
display three lines of text above and three lines of text below the cursor. The cursor is 
displayed as a blinking [ * ]. 


You can move through the screen with the Left and Right Arrow keys, and delete 
characters and codes with the Backspace or Del key. 


See Delete Codes for more information. 
Press any other key to return to your screen. 


See Also Codes; Delete Codes; Replace; Search; Lessons 2, 4 
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[|] Rewrite 


At times when typing and editing, the text on your screen may not look correct. You may io 
move your cursor through the text to automatically reformat or press the Rewrite key. 
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Block Save 


Auto Save 


See Also 


95 


When typing, you should periodically save your text. The 
Save key lets you store your document on disk without losing 
your place in the text on your screen. 


e Press the Save key 
e Enter the name of the document 


You can use up to eight letters or numbers, plus an 
optional period and three-letter extension. 


If you are editing a document that you retrieved from a disk, 
you will see the name and directory of the original file when 
you press the Save key. 


e Press the Enter key if you want to replace the original 
with the screen document 


e Type y to confirm the replacement 


You may type a new filename when asked ‘‘Document to be 
saved:”’ This will save both the original and screen 
documents. 


Your document is saved in the default drive or directory 
unless you specify a drive or directory as part of the 
filename. 


When faced with the old filename, you may want to type “‘y”’ 
instead of Enter or you may type another key by mistake. 
This creates a new file named “‘y”’ or whatever key you 


pressed. Delete the y and retype the filename. 


When you press the Exit key, you will be asked if you want 
to save your document. This allows you to save and exit 
without pressing two keys. You may then clear your screen 
and remain in WordPerfect, or exit to DOS. 


You may also save a block of text. After defining the block, 
press the Save key, name the block, and turn block off. 


You can ask WordPerfect to automatically save your text 
every so often in a backup file. See ‘“Set-up Menu” in the 
Installation pamphlet. 


Block; Exit; Retrieve; Installation pamphlet 
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[] Search 


WordPerfect allows you to search for text or codes in a forward or backward direction. 
See Replace to do a “Global Search and Replace.” 


Forward Search This feature allows you to search from the cursor forward. 
e Press the §Search key 


e Type the string of characters and/or press the 
function key for the code you wish to find 


e Press the Search key again 


The cursor will be placed just after the string of 
characters or codes. 


Reverse Search This feature allows you to search from the cursor backward. 
The procedure is the same as above. 


See Also Delete Codes; Replace; Reveal Codes; Lessons 3, 4, 7 
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-, 


1 Set-up Menu 


The Set-up menu is accessed from DOS and will help you set-up WordPerfect to fit your 
needs. When you see the DOS prompt (>) type WP/S. Below you will find an 
explanation of the available options. 


1 - End this Set-up Procedure and Enter WP 


2 - Set Colors for Color Monitor 


You may choose colors for the background, foreground (typed text), and underlined text. 
If you have a single color monitor, you may choose to have underlined text appear 
underlined or in reverse video. 


3 - Specify Directories or Drives for WP System Files 


When using DOS versions 2.0 and later, you may need to specify the directory where 
the WordPerfect files can be found. You only need to set this option if you see the error 
messasge, ‘Cannot find WPERROR.FIL. Enter drive and path for WP files’’ when 
bringing up WP. 


You may also indicate a separate directory for the dictionary if you have not copied it 
into the directory where the WordPerfect files are found. If you have 2 diskette drives, 
set this to “’B:’’. 


4 - Change Initial Settings WordPerfect uses certain initial settings (defaults) for 
many features each time you enter WordPerfect (margins, tabs, top margin, etc.). You 
may change these initial settings by pressing the appropriate key for each feature. 


See Formatting in the Reference for a list of initial settings. 


5 - Define Alt and Ctrl key mapping 


You may use the Alt and Ctr! key with any key from A-Z to map extended characters 
(Greek, math, foreign, etc.) to your keyboard (see the Installation pamphlet for details). 


6 - Specify Screen Size 


If you have a monitor that will display more than 25 rows and 80 columns, you may 
want to adjust this setting so you can see more of your text at one time. 


7 - Set Automatic Backup 


You may set WordPerfect to automatically save the document on your screen in a 
backup file every few minutes (see the Installation pamphlet for details). 
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[]) Sheet Feeders [Bin#:| 


You enter the information about your sheet feeder when selecting printers. If you have 
more than one bin, you can send part or all of a document to a different bin with the 
Sheet Feeder Bin Number option. 


Selecting Printers When you select your printers, you must specify the type of 
forms you will be using. If you type ‘’3"’ for Sheet Feeder 
under the Type of Forms heading, 


e Press the Enter key for the first two items of information 
Do not enter information for number of lines to move 


down or spaces to move over unless there is a problem 
after testing the sheet feeder. 


e Enter the number of sheet feeder bins 
e Enter the number which corresponds to your sheet feeder 


e Press the Exit key, then the Enter key, to return to your 
screen 


If there is not a selection listed for your sheet feeder, choose 
“Other.” You will then be prompted to enter the name of your 
sheet feeder, then the control codes for ejecting a page, 
selecting bins and inserting a sheet. These codes can be found 
in your sheet feeder manual. 


Sheet Feeder You can specify the sheet feeder bin number when typing your 
Bin Number document. 
e Position the cursor at the very top of your document (or 
page) 


e Press the Print Format key 

e Type 9 for Sheet Feeder Bin Number 

e Enter the bin number 

e Press the Enter key to return to your text 


See Also Printers, Select; Getting Started section; Installation pamphlet 
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aN 


[1 Spacing [Spacing Set:] 


“™ WordPerfect is preset for single spacing between lines. When you want to switch to 
another setting (double, triple, etc.), 


e Press the Line Format key 
e Type 4 for Spacing 
e Enter the new number 


Enter 1.5 for one-and-a-half spacing, 2 for double spacing, 3 for triple spacing, 
elc. 


WordPerfect shows the correct spacing on the screen to the nearest whole number. 
Therefore, if you have one-and-a-half line spacing, it will appear as double spacing. 
Check the status line to see on which line the text will be printed. 


The spacing may be reset any number of times in a document, and only the text below 
the spacing change will be affected. 


See Also Lines Per Inch; Lessons 8, 7 
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Spell 


The WordPerfect Speller will aid you in checking the spelling in your document. You 
may check a page, document, or block of text without leaving your document. You may 
also look up words in the Speller dictionary at any time to help you while 

writing. 


Two Disk Drives Hard Disk 
e Retrieve the document you We assume your dictionary has 
want to check (B: is the been installed in the same 
default drive) directory as WP. 
e Replace your document 
diskette (not WP) with S nTese MIG SPE Key 


the Speller diskette 
e Press the Spell key 


Once you start the Speller, 


Type 1 to check the current word 

Type 2 to check the current page 

Type 3 to check the entire document 

Type 4 to change dictionaries 

Type 5 to look up words matching a pattern 
Type 6 to do a phonetic lookup 


The Speller will stop on each word not found in the dictionary. You can skip the word, 
add it to the dictionary, look it up, or correct it. 


The Speller also stops on double words. You can erase, edit, skip the second word, or 
disable the double word feature. | 


You can also check a block of text with the Speller. 


See Also Speller section; Lesson 6 
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[1 Super/Subscript [SuprScrpt] [Subscrpt] 


This feature lets you superscript or subscript one character at a time. 


e Press the Super/Subscript key 

e Type 1 for Superscript or 2 for Subscript 
Notice the “S” or “‘s’’ on the status line. 

e Type a character 


Super/Subscript does not change the way text is displayed on the screen. Press Reveal 
Codes if you wish to see the code. 


A character that is super or subscripted will usually be printed up or down one-third of 
a line. However, this depends on the type of printer you are using. 


If you wish to have two or more characters super or subscripted, you must press the 
Super/Subscript key for each character. 


You may also use the Advance feature to print a string of characters up or down one- 
half of a line. 


um See Also Advance 
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The Switch key lets you switch documents when editing two documents at the same 
time. When Block is on, 


Switch Between 
Documents 


Upper/Lower Case 


See Also 


Switch Documents 


you can switch text from lower to upper case (or the reverse). = 


WordPerfect provides two ‘‘screens’’ so that you can edit two 
documents at the same time. Use the Switch key to move 
between screens. 


e Retrieve a document 
e Press the Switch key 


“Doc 2”’ on the status line indicates you are now in the 
second document. 


e Retrieve a second document 
e Use the Switch key to switch between the documents 


The documents are both put into memory. If you are editing two 
large documents, you may run out of room on your WordPerfect 
disk for the overflow files. 


You can use the Move key features to move text from one 
document to the other. 


Use the Block and Switch keys to convert a block of text to all 
upper case or lower case letters. 


e Position the cursor at one end of the text 

e Press the Block key 

e Move the cursor to the opposite end 

Press the Switch key 

Type 1 for Upper Case or 2 for Lower Case 


WordPerfect will leave the beginning of a sentence capitalized 
if you include the punctuation from the preceding sentence in 
the block. 


Block; Capitalization; Cut and Copy: Move; Lesson 7 
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im, 


a, 


1 Tab Align [A] [a][Align Char: ] 


Use the Tab Align feature to vertically line up text or numbers on a character such as a 


decimal point. 


Set the Align- 
ment Character 


Align Text 


See Also 


The Tab Align feature aligns text or numbers on a character. The first 
column is aligned on a decimal point. The second is aligned on a"*”. 


$43.57 Tab Align* 
$100.00 Alignment Character* 
$5.91 Line Format Key* 


The Alignment Character is the symbol (period, space, etc.) on 
which the text or numbers you enter are aligned. 


e Press the Line Format key 
e Type 6 for Align Char 
e Type the character you want to use 


Press the Reveal Codes key to check the alignment character 
set. 


The period (decimal) is the default Alignment Character. You 
may change the Alignment Character as often as you wish in a 
document. 


When the Tab Align key is pressed, the cursor moves to the 
next tab stop and Align char = . appears on your screen as a 
reminder. Typed text moves to the left until the Alignment 
character, Tab, Tab Align, or Enter is typed. Text typed after 
the Alignment Character is inserted normally. 


Math: Tab Align; Lesson 10 
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L] Table of Contents [Mark:10C,|{EndMark:Toc,|{DefMark:ToC, 


You can have WordPerfect generate a Table of Contents for your documents. 


Mark the Text First you need to mark the text which will be included in the Table 
of Contents. The marks can be seen in Reveal Codes and will not 
interfere with the way the document appears on the screen. 


e Move the cursor to an item you want to include in the 
Table of Contents 


e Press the Block key 


e Move the cursor to the other end of the text you wish to 
include in the Table of Contents 


The block will be highlighted. 
e Press the Mark Text key 
e Type 1 for Table of Contents 
e Type a level number from 1 to 5 


The first level consists of main headings with four available 
sub-headings in an outline form. 


Repeat the above steps for each item you want in the Table of 
Contents. 


Text only needs to be marked once—not every time the Table of 
Contents is generated. 


Define and Once you have marked the text you need to define the Table 
Generate the of Contents with the Define option on the Mark Text key. A 
Table definition code is placed in your text. WordPerfect will 


generate (create) the Table of Contents at the code. Use the 
Generate option on the Mark Text key to generate the Table, 
Lists, and Index. 


For complete details on using the Table of Contents feature 
see the Special Features section. 


See Also Mark Text; Special Features section 
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Extended Tabs 


See Also 


[TAB] 


Tabs have been preset for every five spaces. When you want to 
move to a tab stop, 


e Press the Tab key 


To set and/or clear tab stops, use the Tabs option on the Line 
Format key (see Tab Set). 


The Tab key puts a code in your document that is seen by the 
printer as an exact measurement. 


When you press the Tab key in a math document, it works like 
the Tab Align feature. Numbers are aligned on the decimal 
point or current alignment character. 


Press the Tab key in the Outline feature to move to the next 
level of numbering. 


You may have up to 250 columns in WordPerfect. When you 
move past position 160 you are in extended tabs. Extended tabs 
have been preset for every 10 spaces beginning with position 
160. 


Bindent; HIndent@; @Margin Release; Outline; Tab 
Align; Tab Set; Tabs, Extended; Math section 
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_] Tab Set 


[Tab Set: | 


Tabs have been preset for every five spaces. To set or clear tabs 
e Press the Line Format key 


e Type 1 for Tabs 


e Set and/or delete tabs (see below) 
e Press Exit to return to your text 


There are several ways you can set or delete tabs: 


Set a Tab 


Set Multiple Tabs 


Delete a Tab 


Delete Multiple 
Tabs 


Enter the column number or move the cursor to the desired 
position and type ‘'t’’. 


Enter the column number for the first tab stop, followed by a 
comma and the interval number. 


For example, enter “10,5’’ if you want your tabs to be set every 
5 spaces beginning at position 10. 


Move the cursor to the ‘‘T’’ you wish to delete or enter tie 
column number; press the Backspace or Del key. 


Press the Delete EOL key. All the tabs from the cursor forward 
are deleted. 


Press the Cancel key to return to your text without setting the tabs. 
You can set the tabs as many times as you want in a document. Only the text after a tab 


setting is affected. 


See Also 


Column, Move; §Indent; ®Indent@; @Margin Release; Tab 
Align; Tabs; Tabs, Extended; Lesson 3 
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Ol Tabs, Extended | E-Tabs: , | 


You will only need this feature if your right margin extends past position 160. Extended 
tabs have been preset for every 10 spaces beginning with position 160. 


e Press the Line Format key 
e Type 2 for E-Tabs 
e Enter the position number of the first tab 
Use a number from 150 to 250. 
e Enter the interval number 
This will set the number of spaces between each tab. 


See Also Margins; Tabs 
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1) Text In/Out 


This feature allows you to save the document on your screen as an ASCII ‘DOS text 
file, or to import a DOS text file into WordPerfect. This lets you use WordPerfect as a 
program text editor, or import/export files to and from other programs. 


WordPerfect to 
DOS Text File 


DOS Text File 
to WordPerfect 


DOS Text Printer 
(printer #6) 


e Press the Text In/Out key 
e Type 1 to save current document as a DOS text file. 
e Enter a filename 

All codes are deleted. 


You can use the Text In/Out key 

e Press the Text In/Out key 

e Type 2 to retrieve a DOS text file 

e Enter the filename of the document to be retrieved 
You can also use the List Files key 


DOS files can be imported using the “Text In’’ option on the 
List Files menu. 


For best results, you may want to reset your margins wider 
than those of the document which you are retrieving. This will 
help to preserve the current format of your document. For 
example, if your text is in an 80 column format, reset your left 
margin to 0 and your right margin to 85 before retrieving the 
text file. 


Printer number 6 is automatically defined when you select 
printers (see Printers, Select), unless you change it. This will 
‘print’ a WordPerfect file to disk (DOS.TXT) and preserve 
columns, centered text, footnotes, endnotes, headers, footers, 
etc., with space fill. These formats are normally deleted with 
Text In/Out. 

e Press the Print key 

e Type 3 for Change Print Options 
Type 1 for Printer Number 
e Type 6 to select printer number 6 
e Press the Enter key 


e Type 1 for Full Text Print 
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Top Margin [Top Mar: | 


The top margin is preset to one inch (6 lines or 12 half-lines). Use the Top Margin option to 
adjust the top margin. 


© Position the cursor at the top of the page where you wish the new top margin to 
begin 

e Press the Page Format key 

e Type 5 for Top Margin 

e Enter the new number (in half-lines) for the top margin 

e Press the Enter key to leave the Page Format menu 


The top margin is not indicated on the screen. You may use the Reveal Codes key to see the top 
margin code. 


Resetting the top margin affects headers and footers, but not the number of text lines. For 
example, if you have a 2” top margin, and have not adjusted the number of text lines to 48, 
you will not have a bottom margin. Use the Page Length option of the Page Format menu to 
adjust the number of lines on the page. 


If you set your lines per inch to 8, WordPerfect still counts the top margin setting in 
units of 6 lines per inch. 


If you wish to have automatic page numbering on line 5 instead of line 7 (as is normally the 
case) you should change your top margin to 8 half-lines (4 lines) and change the number of 
text lines to 56. 


If your forms are hand-fed, the printer will assume your paper is rolled in one inch. 
You should feed the paper into the printer until the print head is one inch down. If the 
top margin is less than one inch, the printer will start printing where the print head is. 
If it is more than one inch, or if the page is centered, the printer will move down one 
inch less than it would otherwise. 


See Also Page Length 
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Typeover 


WordPerfect is initially set for the insert typing mode. As you type, the original text is ‘pushed 
forward’’ and automatically reformatted. 


You may type over existing text by using the Typeover feature. 
e Move the cursor to the text you want to type over 
e Press the Ins key 
“Typeover”’ is displayed on the status line. 
e Type the new text 
Characters are replaced. Codes are pushed in front of the text. 
e Press the Ins key to return to the insert mode 


See Also Getting Started section 
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Nee 


[1 Underline [U}[ul 


en 

You can underline text as you type or underline existing text using the Block key. In addition, 

there are four styles of underlining you can define. 

Underlining When you want to underline as you type, 

e Press the Underline key 
Notice that the Pos number on the status line is underlined. 
e Type your text 
If you have a color monitor, underlined text will be displayed 
in a separate color. 
e Press the Underline key to turn underlining off 
You can press the Reveal Codes key to see the [U] at the beginning 
of the text and [u] at the end of the text. 
You can also underline a block of text. Use the Block key to define 
= the text, then press the Underline key. 

Underlining Styles There are two basic styles of underlining available — single and 
double. You can also have continuous or non-continuous 
underlining. 

e Press the Print Format key 
e Select underlining style 
5 - Non-continuous Single 
6 - Non-continuous Double 
7 - Continuous Single 
8 - Continuous Double 
Non-continuous will not underline between tabs; continuous 
will. Both will underline spaces. 
e Press the Enter key to return to your text 
Double underlining does not show on the screen. Press the Reveal Codes key if you wish to 
i see the code. All underlining styles appear on the screen as single, non-continuous 


underlining. Check your printer manual to see if your printer supports double underlining. 


See Also Print Format; Lesson 1 
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_] =Widow/Orphan [W/O On][W/O Off] 


A “widow” is the first line of a paragraph appearing by itself on the last line of the page. An = 
“orphan”’ is the last line of a paragraph appearing by itself on the top of a page. 


You can use the Widow/Orphan feature to avoid widows and orphans. 


e Place your cursor at the beginning of the document or at the point where you wish to 
begin avoiding widows and orphans 


e Press the Page Format key 

e Type a for Widow/Orphan Protect 

e Type yorn 

e Press the Enter key to leave the Page Format menu 


You can press the Reveal Codes key to see the widow/orphan code. The initial WordPerfect 
setting is for no widow/orphan protection. 


You may turn widow/orphan protection on and off as many times in the document as you 
wish. 


One-line subject headings and paragraphs of three lines or less are not protected. Use the 
Conditional End of Page in these cases. 


a 


See Also Conditional End of Page 
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speller 
WordPerfect helps you correctpelingerrors. 


Speller Features 


Over 100,000 word dictionary 

On-screen spell checking 

Pattern lookup 

Phonetic lookup 

Check for double occurrence of a word 
Add and delete words from the dictionary 
Word count 


The Speller helps you proof the document on your screen by comparing each 
word in your document with a list of correctly spelled words (a dictionary). The 
dictionary (LEX.WP) is made up of a main word list and a common word list. To 
speed up proofing, the Speller first looks for the word in the smaller common 
word list and then checks the main word list. 


The dictionary wili also look for an optional ({WP}LEX.SUP) list which you may 
create and edit in WordPerfect or which will be created for you when you add 
words to the dictionary. 


The Speller Utility program (SPELL.EXE) helps you maintain the dictionary. 
With the utility you can add and delete words from the main or common lists 
and even create other dictionaries to fill your specific needs. 


The Speller 


The Speller helps you check spelling 
and double word occurrence. 


e Starting the Speller 


Two Disk Drives Hard Disk 

e Retrieve the document you e Retrieve the document you 
wish to check wish to check 

e Replace the diskette in Drive e Press the Spell key 


B with the Speller di 
with the Speller diskette The files “SPELL.EXE”’ and 


e Press the Spell key “LEX.WP”’ should be in the 
same directory. If “LEX.WP”’ 
Do not remove the WP Speller is not in the same directory as 
diskette from the drive while “WP.EXE” use the set-up 
spell-checking a document. menu to specify the directory. 
WordPerfect should be in peony ‘ 
Drive A. 


Instructions for installing the Speller files are found in Getting Started. An 
introduction to the Speller is found in Lesson 6 of the Learning section. 


2 SPELLER 


@ Using the Speller 


When you press the Spell key, the following menu should appear on your 
screen: 


Lone Pine National Park 
October 3, 1984 


Frank D. Edwards 
2345 N. Quail Road 
Birdseye, Utah 84666 


Dear Mr. Edwards, 


This letter is a confirmation of your request for a tradi- 
tional log cabin. 


The Mary Todd Lincoln Cabin has been reserved in your name 
for the week of June 10-17, 1984. The cabin includes three 
bedrooms, a full kitchen, large parlor, and a jacuzzi. 


Limousine Service from the airport to your cabin is 
available at no extra charge. 


Check: 1 Word; 2 Page; 3 Document; 4 Change Dictionary; 5 Look Up; 6 Phonetic; 


ae 


Check menu 


Choosing 7 Word, 2 Page, or 3 Document, starts spell-checking. 


Choosing 4 Change Dictionary, you can change dictionaries before you spell- 
check or look up words. 


Choosing 5 Look Up or 6 Phonetic, you can look up words in the dictionary 
without spell-checking. 
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Spell-Checking 


With the Check menu on the screen, you can type ‘‘1"’ or 2”’ to check 
the word or page where the cursor is resting. When you type 3”’ the on) 
speller checks the entire document. 


O You Should Know 


e While checking, the message ‘‘*Please Wait*’’ appears at the bottom of 
the screen until the Speller finds a word not found in the dictionary or a 
double occurrence of a word. 


e Press the Cancel key at any time to stop spell-checking. 


e A number or a word with a number (e.g., 61,454.06 or 2nd) is not checked 
by the speller. 


e Words in headers, footers, footnotes, and endnotes are not checked. You 
may, however, use the Speller while editing headers, footers, footnotes 
and endnotes. 


e When the Speller is finished, it will display the number of words checked. oy 


e A temporary area in memory is used to save skipped words and to keep a 
copy of added words before they are written to the {WP}LEX.SUP file. If 
this area becomes full, skipped words will be removed to make room for 
added words. If the area is filled with added words, the message 
‘Dictionary Full’’ will appear. To correct this problem add the words from 
{WP}LEX.SUP to the main dictionary. 
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O Word Not Found 


When a word is Not Found, it appears on your screen in reverse video along 
in with the following menu: 


Not found menu 


Not Found! 1 Skip once; 2 Skip; 3 Add Word; 4 Correct; 5 Look Up; 6 Phonetic / 


Skip Once 


Spell-checking continues; the Speller stops at the next occurrence of the 
word. 


Skip 
Spell-checking continues; the word is ignored for the rest of the document. 


Add Word 


The word is saved in the supplementary dictionary and spell-checking 
continues. You can edit supplementary files in WordPerfect. 
Supplementary files may be added to the main dictionary. 


Correct 


Correct the spelling, then press the Enter key to continue spell-checking. 


Look Up 


You can look up a word in the main dictionary that matches a pattern, and 
replace the ‘word not found’’ with the correct spelling. 


See “Looking up words”’ in this section for details on creating a pattern. 


Phonetic 


WordPerfect looks up all the words in the main dictionary that sound like 
the “word not found.’’ You can replace the ‘word not found’’ with the 
correct spelling. 
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O Double Word 


When the Speller finds a double word occurrence, the second occurrence 
appears on your screen in reverse video along with the following menu: 


Double word menu 


Double Word! 1 Skip; 2 Edit; 3 Disable double word checking 


Skip 


opell-checking continues; the Speller stops at the next double word 
occurrence. 


Edit 


Delete one of the double occurring words, then press the Enter key to 
continue spell-checking. 


Disable double word checking 


Double occurring words are ignored; spell-checking continues. 


O Checking a Block 


You can check the spelling of a block of text by following these steps: 


e Move the cursor to one end of the block 
e Press the Block key 
e Move the cursor to the other end of the block 


e Press the Spell key 
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Change Dictionary 


You can create additional main dictionaries with the Speller Utility. You can 
create new supplemental dictionaries in WordPerfect. 


Before you start spell-checking, you can change to another dictionary by 
choosing the Change Dictionaries option. You are asked the names of the main 
and supplementary dictionaries you want to use. 


Creating additional main dictionaries is explained under Using the Speller 
Utility. 


You can quickly create a mini-dictionary of your own by typing and saving a list 
of words in WordPerfect and then entering the name of this file when asked for 
the supplementary dictionary name. 


Looking up words 


You can look up a word by typing a pattern that matches the word. Single letters 
can be replaced with question marks (?). Use an asterisk (*) to replace one 
letter or a group of letters. 


The message “Word Pattern:’’ appears when you select the Look Up option. 
Enter a pattern that matches the word you want to find. 


For example, entering re?d matches ‘read’ and ‘‘reed’’ but not ‘‘red’’. Bl*ot 
matches “Blot’’, ‘“Blackfoot’’ and ‘‘bloodshot’’. BI*fo?t matches “‘Blackfoot’’ 
only. You can use any combination of question marks and asterisks. 


Look Up takes much longer when a ? or * is used as the first letter. 
Your screen will display a list of all the words matching the pattern. 


You can list the words in the dictionary that sound like a word you enter. 
select the phonetic option and enter a word. 
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The Speller Utility 


The Speller Utility helps you maintain the dictionary. 


@ Starting the Speller Utility 


Two Disk Drives 
With the A> prompt on your screen, 


e Insert the Speller diskette in Drive A 


e Enter spell 


Hard Disk 


You should be in the directory where SPELL.EXE is located. With the DOS 
prompt on your screen, 


e Enter spell 
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e Using the Speller utility 


= After starting the utility, the following menu appears: 


WordPerfect Speller Utility 


0 — Exit 

1 — Add words to dictionary 

2 — Delete words from dictionary 
3 — Optimize dictionary 

4 — Check spelling of word 

5 — List words matching a pattern 
6 — List common words 

7 — Change dictionary 

8 — Match phonetic pattern 


Selection: 


Add words to dictionary 
| You can add words (one word or a whole file) to the main dictionary or to 
both the common word list and main dictionary. 


To increase the speed of spell-checking, your document is first checked 
against a common word list before it is checked against the main 
dictionary. 


Delete words from dictionary 
You can delete words (one word or a whole file) from the common word 


list or from both the main dictionary and the common word list. 


Optimize dictionary 


Choose this option after creating a non-English dictionary. 
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Check spelling of a word 


You can see if a word is found in either the common word list or main 
dictionary. 


List words matching a pattern 


Use question marks and asterisks for letters you are not sure of. 


List common words 


You can see all the words in this portion of the main dictionary. Press 
Cancel to return to the menu. 


Change dictionary 


You can either create a new dictionary or change to another dictionary 
with this option. Type the name of the dictionary you want to create or 
change to. If the name is not found, the program asks if you want to create 
a new dictionary. 


Match phonetic pattern 


You can list the words in the dictionary that sound like a word you enter. 
select the phonetic option and enter a word. 
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Special Features 


This is where the full story is told on some of WordPerfect’s most interesting 
features. Complete details and lessons cover each topic. For your convenience, 
everything in Special Features except Statistical Typing and Chaining Macros is 
summarized in the Reference section. 


Summary 


e Columns, Newspaper Style 

e Footnotes and Endnotes 

e Redline/Strikeout 

e Paragraph/Outline Numbering 
e Table of Contents/Lists/Index 
e Statistical Typing 

e Macros 

e Chaining Macros 


Columns, Newspaper Style 


Lone Pine Nationa) Park 
CAMPSITE RESERVATIONS 


The Park has four established campgrounds. 
campsites are available: 


Different types of 


Type A - Paved/grass with individual water and electric 
hookup 

Type B - Group of six paved/grass campsites with common 
water/electric hookup 

Type C - Unpaved with water hookup only 

Type D- Tent only 


The following campgrounds are located on Lone Pine Reservoir and 
have access to the boat docks: 


Fish Tail Shore 


Fish Tail Shore was named for 
its natural shape. Over the 
ages, sand deposits have built 
up from both sides of the 
point creating a natural 
harbor. This campsite is 
located on the north side 


White Sands Beach 


White Sands Beach was named 
for its unusually brilliant 
sand. The area is ideal for 
swimming, volleyball, and 
building sand castles. Fishing 
is not allowed on this beach. 
This campsite is located on 


the west side of the 
reservoir. 


of the reservoir. 
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You can have up to five columns across a page. Columns are not shown across 
your screen because a page break is used to end one column and start the next. 


Fish Tail Shore was named for 
its natural shape. Over the 
ages, sand deposits have built 
up from both sides of the 
point creating a natural 
harbor. This campsite is 
located on the north side 

of the reservoir. 


White Sands Beach 


White Sands Beach was named 
for its unusually brilliant 

sand. The area is ideal for 
swimming, volleyball, and 
building sand castles. Fishing 
is not allowed on this 

beach. This campsite is 

located on the west side of 

the reservoir. 
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2 COLUMNS, NEWSPAPER STYLE 


WordPerfect automatically puts in a [SPg] when you reach the set number of 
text lines. You can end a column at any time by putting in your own page break 
{[HPg] with the Hard Page key. 


You can also use the Page Length option on the Page Format key to set the 
number of text lines you want per column (page). 


To use the Columns feature, 
e Define the columns 
e Turn Columns on 
e Type your text 
e Turn Columns off 


Once you have defined the columns, you can turn the Column feature on and off 
as many times as you wish in a document. You can also redefine columns as 
often as you like. 


Columns cannot be turned on unless the cursor is to the right of a column 
definition code [Col Def:]. 


Define Columns _ Before using the Column feature, you need to define the 
number of columns and the margins for each column. You 
may also need to set the margins for the page before 
defining columns. 


Even width columns 


If you want columns that are the same width, then 
e Press the Math/Columns key 
e Type 4 for Column Def 
e Type y for evenly spaced columns 


e Enter the number of spaces you want between 
columns 
e Type the number of columns you want across the 
page 
WordPerfect calculates the margins for you and displays 
them in the menu. Press the Enter key until you exit the 
menu. 
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Create Columns 


Uneven width columns 


If you want columns that vary in width, then 
e Press the Math/Columns key 
e Type 4 for Column Def 
e Type n (you don’t want evenly spaced columns) 
e Type the number of columns you want across the 
page 
At this point you need to enter the left and right margins 


of each column. Make sure that the margins don’t 
overlap. 


Once the columns have been defined, you are ready to turn 
Columns on. 


e Press the Math/Columns key 
e Type 3 for Column On/Off 


A [Col on] code is placed in your text, and a ‘‘Col”’ 
indicator is added to the status line to let you know in 
which column you are typing. 


A [HRt] is placed in your text if you turn columns on in 
the middle of a line. 


As you type, use the Hard Page key to end one column 
and start the next, or let WordPerfect automatically put in 
the page break for you at the preset number of text lines. 


Because a page break is used to end both a column and a 
page, watch the status line (not the page breaks) to see 
which column and page you are on. 


When you are ready to quit typing in columns, 


e Press the Math/Columns key 
e Type 3 for Column On/Off 


A [Col off] code is placed in your text, and the “‘Col’’ 
indicator on the status line disappears. A page break is 
automatically inserted for any remaining columns that are 
empty. 
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You can have columns on part of a page, the whole page, 
or for the entire document. Simply turn columns on, enter 
your text, then turn columns off. 


You can use most WordPerfect features when Column is 
on. However, features like Advance, Margin settings, Tab 
settings, Footnotes, and Column Definitions are not 
accepted. 


m@ Lessons 


Lesson 8 in the Learning section guides you through using the Column feature. 
Lesson 12 in the Learning section shows you how to use Columns with the 
Merge feature. 
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Footnotes and Endnotes 


WordPerfect helps you number and format footnotes or endnotes in your 
document. Numbering is automatic, footnotes are properly placed, endnotes are 
compiled at the end of the document, and several options let you quickly change 
the style. And yes, you can even have footnotes and endnotes in the same 
document. 


In the instructions that follow, the word ‘‘note’’ refers to both footnotes and 
endnotes. 


Creating a Note Position the cursor where you want the note number to 
appear in your text. 


e Press the Footnote key 


e Type 1 to create a footnote; type 5 to create an 
endnote 


You are now in a special editing screen. The note number 
is already inserted. The status line shows you the Pos and 
Ln number of the cursor. 


e Type your note 


A note can be up to 16,000 lines (approximately 300 
pages) long. You can use many WordPerfect features, 
including Block, Move, and the Speller while editing a 
note. 
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Editing a Note 


Deleting a Note 


e Press Exit to return to your text 


The first 50 characters of the note are included in the 
[Note:] code and can be seen on the Reveal Codes screen. 
You can see the entire text by viewing the note in the 
special editing screen (see Editing a Note). 


WordPerfect automatically reduces the number of text 
lines on a page by the number of lines in a footnote (plus 
two lines for spacing between the footnote and text). If 
there is not enough room, the footnote number and the 
footnote are moved to the next page. 


When you want to edit a note or check it with the Speller, 
e Press the Footnote key 
e Type 2 to edit a footnote; type 6 to edit an endnote 
e Enter the number of the desired note 


Press the Enter key if the correct number is 
displayed. If you are using letters or characters for 
numbering, enter the appropriate letter(s) or 
character(s). 


WordPerfect retrieves the note into the special editing 
screen. 


e Make your changes 
e Press Exit to return to your text 


If you erase the note number [Note #] while in the 
editing screen, press the Footnote key to insert a 
new one. 


When you want to delete a note from your text, 
e Position the cursor under the note number 
e Press the Del key 


The remaining notes are renumbered automatically. 
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Printing Notes 


New Footnote 
Number 


Options 


WordPerfect tries to keep the entire footnote on the same 
page as the reference number in your text. If a footnote 
needs to be split, three lines of the footnote will appear 
on the same page as the number. 


You can change the number of lines to keep together (see 
Options). 


Endnotes start on the last page of the document. If you 
want the endnotes on a separate page, move your cursor 
to the end of your document and press the Hard Page key. 


When you print a single page, any endnotes on the page 
are printed on a separate sheet, unless you are printing 
the last page. Then they are printed below the text. 


Whenever you want the footnote numbering to start at a 
particular number, use the New * option on the Footnote 
key. 


Position the cursor to the left of the footnote number you 
want to change, then 


e Press the Footnote key 

e Type 3 for New # 

e Enter the new footnote number 
All the footnotes that follow are numbered consecutively 
starting with the new number. This option is useful when 
you have a document broken up into two or more files, or 


you want to start footnote numbering over again for each 
chapter in a book. 


When you want to change the format of the footnote, e.g., 
numbering style, the spacing, lines to keep together, etc., 
use the Options menu on the Footnotes key. 
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Options, cont. 


Move the cursor to the place in your document where you 
want the style to change. 


e Press the Footnote key 
e Type 4 for Options 
A menu is displayed that includes the following items: 


1 - Spacing within notes 


Enter ‘‘1’’ for single spacing, °1.5’’ for one-and-a- 
half line spacing, ‘‘2’’ for double spacing, etc. 
Preset for single spacing. 


2 - Spacing between notes 


Enter ‘‘1’’ for one line, ‘1.5’ for one-and-a-half 
lines, ‘‘2’’ for two lines, etc. Preset for one line. 


3 - Lines to keep together 


Enter ‘1°’ for one line, ‘‘2’’ for two lines, etc. 
Specifies the number of lines that will stay on the 
same page as the footnote reference when 
WordPerfect needs to split a footnote. It is also the 
number of lines that will stay together if 
WordPerfect needs to split an endnote. Preset for 
three lines. 


4 - Start footnote numbers each page 


Starts footnote numbering at 1 for each new page. 
Type ‘‘y’’ for yes; type ‘‘n’’ for no. Preset to ‘n’’. 


5 - Footnote numbering mode 


Type ‘0’ for numbers, ‘1’’ for characters, and ‘°2”’ 
for letters. Preset for numbers. 


6 - Endnote numbering mode 


Same as footnote numbering mode. Preset for 
numbers. 
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Options, cont. 7 - Line separating text and footnotes 


Type “0” for no line, ‘*1’’ for a 2 inch line, and “2” 
for a line across the page. Preset for a 2 inch line. 


8 - Footnotes at bottom of page 


When your text and footnote(s) do not take up all the 
available space on a page, type ‘‘y’’ to have the 
lines inserted between the text and footnotes(s). 


66 99 


Preset to n’. 


9 - Characters for notes 


Enter the character(s) you want to use for the 
Character numbering mode. You can enter up to five 
different characters. After all characters are used 
once, they are doubled, tripled, etc. 


One Character Two Characters 
First footnote * * 
Second footnote +** # 
Third footnote * * 
Fourth footnote oes ## 
Fifth footnote a a kk 
Sixth footnote TERRES HHH 
Seventh footnote A ak 


Preset for an asterisk (*). 


A - String for footnotes in text 


Create a style for footnote numbering in your text. A 
“Replace with:"’ message appears at the bottom of 
the menu. You may enter characters, Underline, and 
Superscript. Codes appear when you press the 
Underline or Superscript key. Press the Footnote 
key and type ‘1°’ for Footnote/Endnote to insert the 
[Note] code. Use spaces for indenting. 
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Margin changes 


When you are through creating the style, press the 
Enter key to enter the string. Preset for 
superscripted numbers. 


B - String for endnotes in text 


Create a style for endnote numbering in your text 
(see String for footnotes in text). Preset for 
Superscripted numbers. 


C - String for footnotes in note 


Create a style for footnote numbering in your 
footnotes (see String for footnotes in text). Preset 
for 5-space indent and superscripted numbers. 


D - String for endnotes in note 


Create a style for endnote numbering in your 
endnotes (see String for footnotes in text). Preset for 
the number followed by a period. 


When you change the margins of your document, you also 
need to change the margins of each note. To do this: 


e Press the Footnote key 
e Type 2 for Edit; type 6 for Edit Endnote 


e Press the Enter key for the displayed note or enter 
your own note number 


e Press the Exit key 
These steps automatically reset the margins for the note. 
You can also create a macro that does this for you (use 


the steps under Changing Footnotes to Endnotes as a 
guide). 
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Changing You can create a macro that will change all the footnotes 
Footnotes to in your document to endnotes. 


Endnotes , 
Retrieve a document to your screen that contains 


footnotes. With your cursor at the beginning of the 
document, 


e Press the Macro Def key 

e Name the macro 

e Press the Footnote key 

e Type 2 for Edit 

e Press the Enter key for Ftn # 

e Press the Del key to delete the [Note #] 

e Type y to confirm the deletion of the [Note #] 

e Press the Block key 

e Press the Home key twice then the Down Arrow 
key 

e Press the Move key 

e Type 1 for Cut Block aan 

e Press the Exit key 

e Press the Footnote key 

e Type 5 for Create Endnote 

e Press the Move key 

e Type 5 for Retrieve Text 

e Press the Exit key 

e Press the Macro Def key 


Using the above steps as a guide, you can also create a 
macro that will change endnotes to footnotes. 


When you want to use the macro, make sure your cursor 
is at the beginning of the document, then 


e Press the Escape key 
e Enter 1000 
e Start the macro 
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m@ Lesson 


In this lesson you create footnotes and endnotes for the Lone Pine Big Game 
Report. 


Summary 


Retrieve the ‘‘report84.Irn’’ file 

Create three footnotes 

Create three endnotes 

Create an endnote heading and print the report 
Edit the second footnote 

Change the endnote and footnote styles 

Print the edited report 
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1 Retrieve the “report84.Irn’’ file 


This file is on your Learning diskette. 


2 Create three footnotes 


For the first footnote, move the cursor to the end of the first paragraph on page 
3, then 
e Press the Footnote key 
e Type 1 for Create 
e Press the Space Bar 
e Type 
Ransom A. Grant, “The Uncounted,’’ Rangers in Review. 2 February 
1984, pp. 47-49. —_ 


e Press the Exit key 
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For the second footnote, move the cursor to the end of the second paragraph on 
page 3. Follow the steps above and type this footnote: 


John L. Winterset, ‘‘Program Improvement Report,’’ Government 
Documents Quarterly, April 1982, pp.78-92. 


For the third footnote, move the cursor to the end of the first paragraph on page: 
5. Follow the steps above and type Ibid. for the footnote text. 


3 Create three endnotes 


For the first endnote, move the cursor to the end of the last paragraph on page 
4, then 

e Press the Footnote key 

e Type 5 for Create Endnote 

e Press the ®Indent key 

e Type 


—————— I 


Flatwood Univ. Press, 1984), pp. 23-25. 
e Press the Exit key 
For the second endnote, move the cursor to the end of the first sentence on page 
6. Follow the steps above and type this endnote: 


Douglas Lloyd, ‘‘The Thrill of It All,’’ Social Hunting Register, 189th ed., 
(Flatwood:Flatwood Univ.Press, 1982), pp.33-64. 


For the third endnote, move the cursor to the end of the paragraph on page 7. 
Follow the steps above and type the endnote Ibid., p.54. 
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4 Create an endnote heading and print the report 


Move your cursor to the end of the last page and press the Hard Page key to 
fm _screate a page for the endnotes. Center, bold and type the heading Endnotes, 
then press the Enter key and print the report. 


fon) Endnotes 
y 1. John R. Last, Tags and Other Hildlife 1 Have Known 
[e) (Platwood: Flatwood Univ.-Press, 1984), pp. 23-25. 


. Douglas Lloyd, “The Thrill of It All,” Social 
i « 189th ed., (Flatwood: Flatwood 
Univ. Press, 1982), pp. 33-64. 
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5 Edit the second footnote 


With the report on your screen, 
e Press the Footnote key 
e Type 2 for Edit 
e Enter 2 for the Ftn # 
e Change ‘April 1982”’ to June 1983 
e Press the Exit key 


6 Change the endnote and footnote styles 


Move the cursor to the beginning of the report, then 
e Press the Footnote key 
e Type 4 for Options 
e Type 6 for Endnote numbering mode 
e Type 2 for Letters 


You have now changed the endnote numbering style to characters. 

e Type a for String for footnotes in text 
A “Replace with:’’ message appears at the bottom of the menu. 
Press the Underline key 
Press the Footnote key and type 1 for Footnote/Endnote 
Press the Underline key 


Type / 

Press the Enter key 

You have now changed the footnote numbering to a legal style for the text. . 
Follow the same steps to change the style for ‘String for footnotes in the note. 
Press the Enter key to exit the menu. 
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7 Print the edited report 


e Pine Hational Park 
sai Big Game Report 
1984 


Compiled by 
' John T. Smith 
° ! ark Director 


Review, F20G0n 


° G 
2 Pebruary 1984, op TE Un 


Counted, » 
' 2 John, * 47-49, °  * Rangers 
! Governzent Qacune, interset, « do 
i ° Progran T2proven 
! * June 19 
U 


ent Re 
83, Pp. 7e-g20°"" 


Notice the changes to the endnote and footnote styles. 
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[]) Redline/Sitrikeout 


When editing someone else’s document, or even your own, you may want to 


- Mark text you want added 
- Mark text to be deleted 


You can use the Redline feature to mark text that is added, and the Strikeout 
feature to mark text to be deleted. 


When the document is printed, a vertical bar appears in the left margin for each 
line of redlined text. Each character in the strikeout text is overstruck with a 
dash. 


The PRINTER program on the Supplementary diskette lets you choose other 
characters, fonts, or colors for redline and strikeout. 


When you are ready to print the final draft of the document, use the Remove 
feature to remove the redline markings and delete the strikeout text. 


Redline Text To redline as you type, 
e Press the Mark Text key 
& e Type 3 to turn Redline on 
A “‘+’’ is displayed to the right of the Pos number 


on the status line. 
e Type the new text 
e Press the Mark Text key 
e Type 3 to turn Redline off 
The ‘‘+’’ on the Status line disappears. 


To redline a block of text, 
e Use the Block key to define the text 
e Press the Mark Text key and type 3 for Redline 
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Strikeout Text 


Remove 


To strikeout a block of text, 
e Use the Block key to define the text 
e Press the Mark Text key and type 4 for Strikeout 


Ce i 


A “-"' is displayed to the right of the Pos number on 
the status line whenever you move the cursor 
through the strikeout text. 


Before you print the final draft, 
e Press the Mark Text key 
e Type 4 for Remove 


“Delete Redline markings and Strikeout text? (Y/N) 
N”’ appears on your screen 


e Type y to delete the markings and text 
send the document to the printer. 


If you want to delete some strikeout codes before using 
the Remove feature, use Replace ‘‘w/Confirm’’. 


e Press the Replace key 

e Type y to confirm 

e Press the Mark Text key 

e Type 5 for Strikeout 

e Press the } Search key twice 


Every time you type ‘y’’ both the begin and end strikeout 
codes are deleted. You can also use the Replace feature 
for redline codes. 
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= Lesson 


Summary 


Retrieve the “‘report84.Irn’’ file 

Type a redlined sentence 

strikeout a block of text 

Print the paragraph 

Remove the redline markings and strikeout text 
Print the paragraph again 
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1 Retrieve the “report84.Irn” file 
This file is on your Learning diskette. 


2 Type aredlined sentence 


Move the cursor to the beginning of the second sentence in the paragraph on 
page 7. 

e Press the Mark Text key 

e Type 3 for Redline 

e Type 


The program improvement proposal for the 1985-86 year can be funded 
in part through park revenues. 


Remember to press the Space Bar twice after typing the sentence. 
e Press the Mark Text key 
e Type 3 for Redline 
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3 Strikeout a block of text 


Move the cursor to the beginning of the phrase ‘‘due largely to...’’ in the first 
sentence of the paragraph. 


e Press the Block key 

e Type a comma (,) 

e Press the Right Arrow key 
e Press the Mark Text key 

e Type 4 for Strikeout 


4 Print the paragraph 


po Summary 
. | Because of increased revenues during 1984, due 
targeliy—to-Big--Gane-Permits;, the park was able to meet 
I most of its outstanding obligations. The program 
|! improvement proposal for the 1985-86 year can, in part 


par 

| be funded through park revenues. However, the donated 

funds mentioned in the proposal are needed to complete 
the 1985-86 projects. 


O0o00006d~U60dWdClCOUlCOO 


Use the Block key to print the paragraph. Notice the vertical dash marks in the 
left margin for the redlined sentence, while each character in the strikeout 
phrase is overstruck with a dash. 
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5 Remove the redline markings and strikeout text 


With the report still on your screen, 
e Press the Mark Text key 
e Type 4 for Remove 


e Type y to confirm the deletion 
Redlined text remains--only the codes are removed. However, both 
strikeout codes and text are deleted. 


6 Print the paragraph again 


Print the page and notice that the redline marks and the strikeout text are gone. 


Summary 


Because of increased revenues during 1984, the park 
able to meet most of its outstanding obligations. 
program improvement proposal for the 1985-86 year 


, in part, be funded through park revenues. However, 
the donated funds mentioned in the proposal are needed 
to complete the 1985-86 projects. 
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Paragraph/ Outline Numbering 


When you want to number paragraphs or an outline, WordPerfect is ready to 
help with the Par * or Outline option on the Mark Text key. 


Permits 


A. Herd Count 

B. Hunting Hours 

Cc. Tags 
1. Checking Stations 
2. Permits and Tags 


.- Big Game Hunts 
A. Conservation Measures 
Age Limit 
7 Deer and Elk 
B. Number Taken 
. Bunter Education 


- Summary 


O 
O 
O 
aa 
O 
O 
O 
O 
O 
fe) 
O 


00000060€06UCU0OWUCULcOUlUCOUlLUCO 


Each tab stop is a new level of numbering. You can have up to seven levels. 
When you move the number to a new tab stop (with the Tab key), it changes 
style to reflect the new level. This is because each number is actually a [Par#] 
code which you can see in Reveal Codes. When you delete the code, the number 


disappears. 
Level 1 
Permits 
Level 2 Herd Count 
Hunti Hour 
Level 3 os 


Tags 
1. Checking Stations 
2. Permits and Tags 


- Big Game Hunts 


A. Conservation Measures 
= Age Limit 


2. Deer and Elk 
B. Number Taken 


. Hunter Education 


- Summary 


0o0oO0o0o0o 000 00 0 0. 


O 
O 
O 
O 
O 
O 
O 
O 
O 
Oo 
O 
O 


23 SPECIAL FEATURES 


Para * lets you insert numbers one at a time. When Outline is on, 
WordPerfect automatically inserts a number each time you press the Enter key. 
Whenever you delete or insert numbers, press the Rewrite key and the 
numbering is updated for you. 


If you use spaces instead of tabs before a paragraph number, the number 
continues to reflect the previous level until you reach the next tab stop. 


The Define option lets you quickly change your numbering to a different style. 
You can choose from three pre-defined styles, 


Paragraph 

1. a. i. (1) (a) (i) 1) 
Outline 

I. A. 1. a. (1) (a) i) 


Legal 
1.1.1. 2.2.1. , etc. 


or create your own style using several available options for numbers and 
punctuation: 


Number Style Punctuation Style 
Upper Case Roman — I No punctuation — I 
Lower Case Roman — i Period — I. 

Upper Case Letters — A Parenthesis — I) 
Lower Case Letters — a Parentheses — (I) 
Numbers — 1 


Numbers (legal style) — 1.1 


Para # Position the cursor where you want the paragraph 
number to appear. 


e Press the Mark Text key 

e Type 2 for Para # 

e Press the }Indent (or the Tab) key 
e Enter your text 


Whenever you move paragraph numbers, press the 
Rewrite key to update them on your screen. 
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Outline Position the cursor where you want the outline to begin. 
e Press the Mark Text key 
e Type 1 to turn Outline on 
“Outline’’ appears on your screen. 
e Press the Enter key to begin your outline 
e Press the §Indent key and type 


You may also press the Space Bar and then the Tab 
key instead of indenting. 


e Press the Enter key to insert the next paragraph 
number 


Use the Tab key to move the number until you reach the 
correct level, then indent and type your next item. 


You can add extra lines by pressing the Enter key before 
indenting or pressing the Tab Key. 


When finished with the outline, 

e Press the Mark Text key 

e Type 1 to turn Outline off 
“Outline’’ disappears from the screen. 


Editing Numbers When you want to delete a number, position the cursor 
under the number, then 


e Press the Delete key 
“Delete [Par#] (Y/N) N’’ appears. 
e Type y to delete the code 


Press the Rewrite key to see the updated numbering on 
your screen. 
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Changing styles WordPerfect is preset to use a common outline style of 
numbering. When you want to change the style, 


e Position your cursor where you want to change the 
style 

e Press the Mark Text key 

e Type 6 for Define 

e Type 7 for Paragraph/Outline Numbering 


You can now select from three pre-defined styles, or type 
4 and create your own style from the list of options at the 
bottom of the menu. 


If you have more than one outline or set of numbered 
paragraphs in your document, create a new definition for 
each one to make sure that numbering starts at “‘1”’ 
again. 


Aligning numbers You may want your numbering, as well as your text, 
aligned on the page: 


Permits 


A. Herd Count 

B. Bunting Hours 

Cc. Tags 
1. Checking Stations 
2. Permits and Tags 


- Big Game Hunts 


A. Conservation Measures 
i. Age Limit 
2. Deer and Elk 

B. Number Taken 


- Hunter Education 


v. Summary 


O 
O 
O 
O 
O 
O 
Oo 
O 
O 
O 
Oo 
Oo 


0000C0U~MmMDU—CONUCONCONCOCO COO 
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Follow these steps to align a paragraph number and 
indent the text that follows. 


Press the Tab Align key 

e Press the Mark Text key 

e Type 2 for Par * 

e Press the Space Bar 

e Press the @Margin Release key 

e Press the §Indent (or the Tab) key 
e Press the Rewrite key 


You may want to create a macro that will do this task 
automatically for you, or that will search for a [Par *] 
code and accomplish the task. 
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= Lesson 


In this lesson you create and edit an outline for the Lone Pine Big Game Report. 


Permits 


Herd Count 

Hunting Hours 

Tags 

1. Checking Stations 
2. Permits and Tags 


- Big Game Hunts 
A. Conservation Measures 
Age Limit 
2. Deer and Elk 
B. Number Taken 
- Hunter Education 


« Summary 


0000000 00 0 0 0 


00060060C000Lc0O0UUOOWUCOODWUCOOUlUCOOUlUCO 


Summary 


Turn the Outline feature on 

Outline the Permits category 

Complete the outline 

Print the outline 

Add ‘Herd Count’’ to the Permits category 
Select the Legal style 

Create a new style 


“Too of WN — 


1 Turn the Outline feature on 


e Press the Mark Text key 
e Type 1 for Outline 
Notice the ‘Outline’ message on your screen. 
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2 Outline the Permits category 


om e Press the Enter key 
e Press the ®Indent key 
e Type Permits then press the Enter key twice 
e Press the Tab key then the #Indent key 
e Type Hunting Hours then press the Enter key 
e Press the Tab key then the @Indent key 
e Type Tags then press the Enter key 
e Press the Tab key twice then the #Indent key 
e Type Checking Stations then press the Enter key 
e Press the Tab key twice then the §Indent key 
e Type Permits and Tags then press the Enter key twice 


If you make a mistake use the Backspace key to delete the text and 
numbering code. Press the Enter key, or select the Para * option on the 
Mark Text key to insert a new numbering code. 


3 Complete the outline 
With the skills you have learned in Step 2, continue using the Tab, ® indent and 
Enter keys to create the rest of the outline as shown below: 
II. Big Game Hunts 
A. Conservation Measures 
1. Age Limit 
2. Deer and Elk 
B. Number Taken 
Ill. Hunter Education 


IV. Summary 


When you are done, press the Mark Text key and type 1 to turn the Outline 
feature off. 
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4 Print the outline 


Use the Print key to send a copy of the outline to your printer, then move on to lan 
otep 0. | 


5 Add “Herd Count” to the Permits category 


e Move the cursor to left margin of line 4 

Press the Enter key then the Up Arrow key 

e Press the Tab key 

e Press the Mark Text key and type 2 for Para # 
Press the ®Indent key 

Type Herd Count 

e Press the Rewrite key to update the screen. 


Use the Para * option when you want to make a quick change to your 
outline, or for numbering paragraphs of text. am 
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6 Select the Legal style 


ra, Press the Page Up key to move to the top of the page. 
e Press the Mark Text key 
e Type 6 for Define 
e Type 7 for Paragraph/Outline Numbering 


A large menu is displayed on your screen. At the top of the menu is a list 
of all the preset styles. At the bottom of the menu is a list of options 
available to create your own Style. 


e Type 3 for Legal Numbering 
e Press the Rewrite key to see the style change 


Permits 


1.1. Herd Count 
1.2. Hunting Hours 

1.3. Tags 

1.2.1. Checking Stations 
1.2.1. Permits and Tags 


2. Big Game Hunts 


2.1. Conservation Measures 
2.1.1. Age Limit 
2.1.2. Deer and Elk 

2.2. Number Taken 


Hunter Education 


Summary 


Doc1 Pg1 Ln1 Pos 10 


You may also want to print the outline. 
_ 
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7 Create a new style 


Press the Backspace key to delete the [Par#Def] code from the last step, then 
e Press the Mark Text key i 
e Type 6 for Define 
e Type 7 for Paragraph/Outline Numbering 
e Type 4 for Other 
e Press the Enter key three times 
e Type 2 for parenthesis 
e Type 1 for Lower Case Roman 
e Type 3 for parentheses 


Press the Enter key until you leave the menu, then press the Rewrite key to see 
the new style. You may also want to print the outline. 


Permits 


A) Herd Count 
B) Hunting Hours 
C) Tags 
(i) Checking Stations 
(ii) Permits and Tags 


ll. Big Game Hunts 


A) Conservation Measures 
(i) Age Limit 
(ii) Deer and Elk 

B). Number Taken 


. Hunter Education 


. Summary 


Doc1 Pg1 Lni Pos 10 
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U _ Table of Contents/Lists/Index 


SONTE 


WordPerfect can help you create a Table of Contents, Lists of graphs, maps, and 
illustrations, and an Index for your document. All of these features are on the 
Mark Text key. 


There are three basic steps you need to follow: 


- Mark the text 
- Define the style and location 
- Generate 


Table of contents and lists use text from your document. You can enter any text 
into the index. Once you have created the definitions, you can use the same 
marked text over and over again to generate (create) new tables, lists, and 
indexes. 


You can have up to five levels for the table of contents, and create up to five 
different lists. The index includes headings and subheadings. 


Mark the Text The first step is to mark the text you want to include in 
the table, lists, and index. The Block key is used to define 
the text for the table and lists. A [Mark] and [EndMark] 
code are placed at either end of the text marked for the 
table and lists. 


You only need to delete the [Mark] code—WordPerfect 
deletes the [EndMark] code for you. 


There is only one mark text code for the index, and it is 
placed at the cursor position. The code includes the 
heading and subheading for the index. You can mark the 
text with or without the Block key. 
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Table of Contents/Lists 


Use the Block key to highlight the text you want in the 
table of contents or list, then =, 


e Press the Mark Text key 
e Type 1 for Table of Contents; type 2 for Lists 
e Enter the level number (1 to 5); enter the list 
number (1 to 5) 
Repeat the steps for each item you want to include in the 
table of contents or a list. 


Any codes you include in the block (bold, underline, 
center) will appear in the generated table of contents or 
lists. 


Index 


Move the cursor to a word you want in the index, or 
highlight the text with the Block key, then 
e Press the Mark Text key 
e Type 5 for Index 
e Enter the Heading 
Press the Enter key to use the displayed text, or 
type the desired heading and press the Enter key. 
e Enter the Subheading 
If you do not use the displayed text for the heading, it 
appears for the subheading. Press the Enter key to use 
the displayed text or enter a desired subheading. Press 
the Del or Backspace key if you do not want a 
subheading. 


When you use the Block key, the text in the block is 
displayed after the ‘‘Heading:’’ message. If you do not use 
the Block key, only the word at the cursor is displayed. 
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Define the Style 


Once the text is marked, you need to define the 
numbering style and location for the table, lists, and 
index. You have five styles from which to select: 


- No Page Numbers 

- Page Numbers Follow Entries 

- (Page Numbers) Follow Entries 

- Flush Right Page Numbers 

- Flush Right Page Numbers with Leaders 


Whenever you create a definition, a [DefMark] code is 
placed in your text at the cursor position. The table, list, 
or index you define is created at the code. Be sure to 
check the cursor position before defining the style to 
prevent the table, list, or index from being created in the 
wrong place. 


Table of Contents 


You can select a different numbering style for each level. 
You can also choose to have the last level ‘‘wrapped.”’ 
Entries in a wrapped level are listed one after the other, 
and are separated by semi-colons. 


Move the cursor to where you want the table of contents 
generated, type a heading (if desired), then 

e Press the Mark Text key 

e Type 6 for Define 

e Type 6 for Table of Contents 

e Type the number of levels (1 to 5) 


e Type y if you want the last level wrapped; type n for 
no 


e Select a numbering style for each level 
Press the Enter key if you want to use a preset style. 
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If you want the table of contents generated on a separate 
page move the cursor to the left of the definition code and 
press the Hard Page key. 


You cannot select a Flush Right style for the last level if 
you want to have it “‘wrap.”’ 


Lists/Index 


You need to define a numbering style for each list. The 
style you select for the index is used for both the 
headings and subheadings. 


Move the cursor to where you want the list or index 
generated, type a heading (if desired), then 

e Press the Mark Text key 

e Type 6 for Define 

e Type a list number (1 to 5); type 8 for Index 

e Select a numbering style 


The index definition should be at the end of your 
document, as only index codes that occur before the 
definition are included. 


Generate When you have marked the text and defined the 
numbering styles, you are ready to have WordPerfect 
generate the table of contents, lists, and index. 


e Press the Mark Text key 
e Type 7 to generate 


You will see the message ‘‘Have you deleted your 
old table of contents, lists, and index? (Y/N) N’’. 


e Type y if you have deleted the old text 


or 
e Type n if you have not 
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When you type ‘‘n’’, WordPerfect stops at each table, list, 
or index that has not been deleted and highlights the text. 
You will see the message ‘Delete Block (Y/N) N’’. 

e Type y for yes; type n for no 


x oe 


When you type “‘n’’, you will be returned to your 
document to delete the old text. 


A counter helps you keep track of the progress. 
WordPerfect inserts a [EndDef]| code at the end of the 
generated text. 


When editing your document make sure that you are not 
adding text inside the [DefMark] and [EndDef] codes. 


If an [EndDef] code does not exist for a table, list, or 
index, you will see an error message and will be returned 
to your document. The same error message also appears if 
you have two [DefMark] codes for one [EndDef] code. 


A table, list, or index is generated for each [DefMark] 
code every time you select the Generate option. _ 
Remember to erase the old [DefMark] code when you are 
selecting a new numbering style, or the table, list or 
index will be generated twice. 
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= Lesson 1 — Mark the Text 


In this lesson you mark the Lone Pine Big Game Report for a table of contents, 
two lists, and an index. 


The three lessons that follow should be done in sequence. The edited document 
from one lesson is used in the next. If you want to break at any time, Save your 
work so that you do not have to repeat the completed steps. 


Summary 

1 Retrieve the ‘‘report84.Irn’”’ file 

2 Mark text for a two-level table of contents 

3 Mark the text for the lists 

4 Mark the text for the ‘‘Animal’’ index heading 

5 Mark the text for the ‘‘Documents, Government’’ index heading 

6 Mark the text for the ““Herds’’ and “Big Game Permits’ index headings 


1 Retrieve the “report84.Irn’’ file 


The ‘‘report84.Irn’’ file is on your Learning diskette. 


2 Mark the text for a two-level table of contents 


For the first level, move your cursor to the ‘‘Permits’’ heading at the top of 
page 3. 

e Press the Block key 

e Move to the end of the heading 

e Press the Mark Text key 

e Type 1 for Table of Contents 

e Type 1 for the level 


Repeat these steps for “‘Big Game Hunts’’ at the top of page 5, “Hunter 
Education Program’ at the top of page 6, and “‘Summary’”’ at the top of page 7. 
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For the second level, move your cursor to 


“Herd Count’’ in line 4 of page 3 

‘Hunting Hours’’ in line 23 of page 3 
‘Tags’ in line 1 of page 4 

‘‘Conservation Measures’ in line 4 of page 5 
‘Number Taken’”’ in line 16 of page 5 


and follow the above steps. Type 2 for the level number. 


3 Mark the text for the lists 


You mark text for two lists--Tables (list 1) and Graphs (list 2). 
For the first list, move the cursor to the beginning of “Big Game Census”’ in 
line 13 of page 3. 

e Press the Block key 

e Move the cursor the end of the title 

e Press the Mark Text key 

e Type 2 for List 

e Type 1 for List * 
Repeat these steps for the titles ‘Hunting Hours’’ (line 29, page 3) and "Big 
Game Tags”’ (line 19, page 4). 


For the second list, move the cursor to ‘Big Game Hunt” in line 22 of page 9 
and follow the above steps. Type 2 for List *. 
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4 Mark the text for the “Animals” index heading 


Move your cursor under the word “‘Antelope’’ in the ‘‘Hunting Hours’’ table at 
the bottom of page 3. 


e Press the Mark Text key 
e Type 5 for Index 
e Enter Animals for the heading 
e Press the Enter key to use the displayed text for the subheading 
e Press the Page Down key 
Do a ®Search for ‘‘Antelope’’ and repeat the directions. 
Return to the Hunting Hours table and repeat the above directions for each 


animal. Enter Animals for the heading. For Big Horn Sheep and Rocky 
Mountain Goat, use the Block key to mark the text. 


5 Mark the text for the ‘Documents, Government” index heading 


Block ANPI-83-LPNP in the sentence above the Hunting Hours table. 
e Press the Mark Text key 
e Type 5 for Index 
e Enter Documents, Government for the heading 
e Press the Enter key to use the displayed text for the subheading 


Move your cursor to the end of the first paragraph on page 5. Repeat the 
steps—this time entering State Big Game Proclamation for the subheading. 


6 Mark the text for the “Herds” and “Big Game Permits” index 
headings 


With the skills you have learned in steps 4 and 5, move to the beginning of the 
report and mark each occurrence of ‘herds’ and “Big Game Permits’’ (you 
will need to use the Block key for ‘Big Game Permits’’). Press the Enter key 
for each heading to use the displayed text. There are no subheadings, so press 
the Enter key when you see the ‘Subheading’ message. 
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= Lesson 2 — Define the table of contents, lists, and 
index 


yan this lesson you define the numbering style for the table, lists and index text 


you have marked. 


Summary 


Define the table of contents 
Define the Tables list 
Define the Graphs list 
Define the index 


Hm CON — 


1 Define the table of contents 


Move your cursor to the end of page 1 and press the Hard Page key. Center, 
bold and type the heading Table of Contents (remember to turn Bold off). 


omPress the Enter key, then 


e Press the Mark Text key 

e Type 6 for Define 

e Type 6 for Table of Contents 

e Type 2 for the number of levels 

e Type n for no wrapping on the last level 
Press the Enter key until] you leave the menu. 


2 Define the Tables list 


After defining the table of contents, press the Hard Page key then center, bold 
and type the heading Tables. 


pam TESS the Enter key, then 


e Press the Mark Text key 

e Type 6 for Define 

e Type 1 for List 1 

e Type 3 for (Page Numbers) Follow Entries 
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3 Define the Graphs list 


Press the Enter key twice, then center, bold and type the heading Graphs. 
Press the Enter key again, then 


e Press the Mark Text key 

e Type 6 for Define 

e Type 2 for List 2 

e Type 5 for Flush Right Page Numbers with Leaders 


4 Define the index 


Move the cursor to the end of the report, and press the Hard Page key. Center, 
bold and type Index, press the Enter key, then 


e Press the Mark Text key 

e Type 6 for Define 

e Type 8 for Index 

e Type 2 for Page Numbers Follow Entries 
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= Lesson 3 — Generate, edit the numbering style, 
then generate again 


f\n this lesson you generate the table of contents, lists, and index. You also 
change the numbering styles of the table and index, then generate again. 


Summary 


1 Generate the table of contents, lists, and index 
2 Change the table of contents numbering style 

3 Change the index numbering style 

4 Generate new table of contents, lists, and index 
5 Print the report 
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2 Change the table of contents numbering style 


Move to page 2 and delete the [DefMark:ToC] code, then 


e Press the Mark Text key 

e Type 6 for Define 

e Type 6 for Table of Contents 

e Type 2 for the number of levels 

e Type y for wrapped format 

e Press the Enter key until you leave the menu 


3 Change the index numbering style 


Move the cursor to the last page. Delete the [DefMark:Index] code, then 


e Press the Mark Text key 

e Type 6 for Define 

e Type 8 for Index 

e Type 4 for Flush Right Page Numbers 


4 Generate new table of contents, lists, and index 


With the Generate option on the Mark Text key, generate a new table, lists, and 
index. 

e Press the Mark Text key 

e Type 7 for Generate 

e Type n to delete the old index, lists, and table 

e Type y each time you see the message ‘Delete Block (Y/N) N”’ 
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| Statistical Typing Inoi= Yat Ear 


Whenever you are creating a document that has 
equations, you can save time by using half-line 
spacing, space fill, and the Typeover feature. This 
method is also useful for creating boxes that 
contain text. 


By creating and saving a document that has lines 
filled with spaces and the correct format settings, 
you can retrieve it anytime to create an equation 
or box. 


The following steps take you through creating a ‘space fill’’ document, then 
help you to create an equation and box using the ‘space fill’’ document. 


Your printer must support half-line spacing for the following exercises to work. 


Create and save 
a “space fill’ [Spacing Set0.5)[Rt Just Off][HRt] 


document 


(HRt} 
{Rt Just On][Spacing Set 1][HRt] 
Je 


Clear your screen, then 
e Set the spacing for .5 (half-line) 
e Turn Right Justification off 
e Press the Enter key 
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Create and print 
an equation 


Create sixteen lines filled with spaces (use the Space 
Bar) to Pos 60. Each line should end with a Hard Return 
(the Enter key). Once you create a couple of lines, you 
may want to use the Block and Move keys to duplicate the 
lines. 


When you are done, you should be at the left margin of 
line 9.5. 


e Turn Right Justification on 
e Set the spacing for 1 (single) 
e Press the Enter key 


Save the document using the name ‘‘space.fil’’ and clear 
your screen. 


You can modify the number of spaces, lines, and format 
settings to meet your particular needs. 


Retrieve the “‘space.fil’’ file to your screen, then 
e Press the Down Arrow key 
This moves your cursor to the first line of spaces. 
e Press the Typeover key 
You are now ready to create the following equation, 


2 2 2 2 2 
sin (A +B) - cos (C +DC) 
y j 
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_ Create and 
print a box 


The space fill lets you move freely through the lines and 
enter the characters you want. If you run out of space fill 
in a line, turn Typeover off, add some spaces, then turn 
Typeover on again and continue entering characters 


The underline can be done with the Block key after you 
type all the characters. 


When you are through typing, delete the unused lines of 
space fill (not the format codes) and print the document. 
It should look similar to the one below. 


2 
poty + Cc. D; 
a es 
Qs 
2 2 
(C; + D,) 


sin? (A* + B?) - cos 


Retrieve the ‘‘space.fil’’ file to your screen, then 
e Press the Down Arrow key 
This moves your cursor to the first line of spaces. 
e Press the Typeover key 
You are now ready to create the following illustration: 
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Lone Pine National Park 


Annual Report 


1984 


Doc1 Pg1 Ln9 Pos 55 


The sides of the box are done with the vertical bar (|). The 
top and bottom can be done with the Underline and Block 
keys. If you run out of spaces in a line, turn Typeover off, 
add some spaces, then turn Typeover on again and 
continue entering characters. 


When you are through typing, print the document. It 
should look similar to the one below. 


Lone Pine National Park 
Annual Report 
1984 
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[1 Macros 


The macro feature lets you record any keystrokes, both text and WordPerfect 
keys, under one name and play them back exactly as they were recorded. The 
keystrokes are saved in a file (with a .MAC extension) on your default drive or 
directory. 


A macro can be defined to 


- Type a closing to a letter 

- Format a document 

- Replace several items in a document 

- Print and save a file 

- Print several copies of a document 

- Send a ‘‘Go’’ command to the printer when you are doing hand-fed forms 


or any other routines performed with WordPerfect. 


Defining a macro To define a macro, 
e Press the Macro Def key 
e Name the macro 
e Enter the keystrokes 
e Press the Macro Def key 


While the Macro Def feature is on, the message ‘Macro 
Def’’ blinks on the status line. The macro is given a .MAC 
extension and saved on the default drive (unless you 
indicate another drive or directory). 


Starting a merge while defining a macro will 
automatically cause Macro Def to be turned off. 


You can press the Macro Def key when a WordPerfect 
message is on your screen (e.g., Document to be 
Saved:"’) to stop recording the macro. 


If you are using a macro that includes a Search, the 
macro automatically ends when the search String is 

““* Not Found *’’. The Replace feature does not end a 
macro and can be used several times in the same macro. 
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Naming a macro Each macro must have a different name and before you 
define a macro, you are asked to enter a name. There are 
four ways you can name a macro: 


- Enter two to eight characters 

- Hold down the Alt key and type a letter from A to Z 
- Press the Enter key 

- Enter one character 


If you enter two to eight characters or use the Alt key, the 
macro is saved on your disk with a .MAC extension. The 
other two methods create a temporary macro that is 
erased when you exit WordPerfect. 


Starting a Once the macro is defined, you can start it with the 
macro Macro key. If you named the macro by entering one to 
eight characters, 


e Press the Macro key 

e Enter the characters 
If you named the macro with the Alt key, 

e Hold down the Alt key 

e Type the letter you used to name the macro 
If you named the macro with the Enter key, 

e Press the Macro key 

e Press the Enter key 


Notice that you do not need to start a macro by first 
pressing the Macro key for Alt key macros. 


You can use an ‘‘m’’ switch when starting WordPerfect to 
automatically start a macro (see the Installation 
pamphlet). 


Stopping a Press the Cancel key to stop a macro while it is running. 
Macro 
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Repeating a You can use the Escape key to repeat a macro a specific 
Macro number of times. For example, to repeat the “‘Print’’ 
macro five times, 


e Press the Escape key 
® Type O 
e Press the Macro key 
e Knter print 
You can also create a macro that wil] automatically repeat 


or loop’ (see Chaining Macros). 
= Lesson 


Lesson 11 in the Learning section guides you through creating two macros. The 
Merge section also contains a number of macro exercises. Other macros are 
discussed under the Outline and Footnote topics in this section. 
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WordPerfect lets you chain two or more macros together. When one macro is 
done, the next macro automatically starts. 


There are three basic types of “‘chains”’: 


- Simple 
- Repeating 


- Conditional 


Each type of chain is described below. However, the best way to understand 
chaining macros is to work through the lessons. 


Simple Chains 


A simple chain lets you link macros together so that they 
are done one after the other. For example, if you want to 
chain Macro A to Macro B, 


e Press the Macro Def key 
e Enter A 

e Press the Macro key 

e Enter B 

e Define the rest of Macro A 
e Press the Macro Def key 


WordPerfect will not start Macro B when you are defining 
Macro A. 


When you start Macro A, WordPerfect does Macros A first 
then looks for and starts Macro B. 


If you are using a macro that includes a Search, the 
macro automatically ends when the search string is “* 
Not Found *’’. The Replace feature does not end a macro 
and can be used several times in the same macro. 


You can expand a simple chain to include several macros 
by continuing to “‘start’’ one macro while recording 
another. This takes some careful planning to make sure 
the macros are chained in the correct order. Start Macro 
B while recording Macro A, start Macro C while 
recording Macro B, etc. 
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Repeating 
Chains 


Conditional 
Chains 


When a Search is part of the macro, you can chain the 
macro to itself. This is called a repeating chain. 


e Press the Macro Def key 
e Enter A 


e Enter the keystrokes for Macro A (include a 
Search) 


e Press the Macro key 
e Enter A 
e Press the Macro Def key 


The macro is repeated over and over again until the 
Search results in a “* Not Found *”’. 


Instead of using a repeating chain, you can use the 
Escape key to do a macro a specific number of times. 


e Press the Escape key 
e Type 1000 
e Start the macro 


Use a conditional chain when you want a macro to make a 
‘decision.’ ’This is done by starting two other macros 
while defining a Search macro. 


After pressing the Macro Def key and entering a name for 
the Search macro, 

e Start a Not Found macro 

e Do the search 

e Start a Found macro 
When you start the macro, it will chain to either the 
Found or the Not Found macro, depending on the success 
or failure of the search. If the search succeeds, then the 
Found macro is done. If the search fails, then the Not 
Found macro is done. 
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You can also create a conditional macro that repeats itself 
until the search results in a °* Not Found *’’, then 
chains to another macro. 
After pressing the Macro Def key and entering a name for 
the Search macro, 

e Start a Not Found macro 

e Enter the keystrokes for the Search macro 

e Start the Search macro again 


You can chain other macros to the Found and Not Found 
macros to expand the conditional chain. 
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= Lesson 1 — the simple chain 


In this lesson you create a macro that marks a phrase for indexing, then moves 
on to the next page where the phrase occurs. 


In the following lessons, you create chained macros that can be used with the 
Index feature. To reduce the number of steps, the Block key has not been 
included when marking the text to be indexed. However, once you become 
familiar with the lessons, you may want to include Block as part of the macro. 


Summary 


Clear the screen 

Retrieve the ‘‘report84.Irn’’ file 

Create the Search macro 

Chain the Search macro to the Alt-I macro 
otart the chained macros 
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1 Clear the screen 


2 Retrieve the “report84.Irn’ file 


This file is found on your Learning diskette 


3 Create the Search macro 


With your cursor at the beginning of the report, 
e Press the Macro Def key 
e Enter search for the macro name 
e Press the Page Down key i 
e Press the ®Search key 
Type Big Game Permits 
Press the Search key 
Press the Macro Def key 


4 Chain the Search macro to the Alt-I macro 


Press the Macro Def key 
e Hold down the Alt key and type i 
e Press the Macro key 
e Enter search 
You have just chained the “‘search’’ macro to the “Alt-I"’ macro. 
e Press the Mark Text key 
e Type 5 for Index 
e Enter Big Game Permits for the heading 


e Press the Space Bar, the Backspace key, then the Enter key for the 
subheading 


e Press the Macro Def key 


Delete the index code with the Backspace key, then return to the beginning of 
the document. 


5 Start the chained macros 


Do a Search for ‘Big Game Permits” then 
e Hold down the Alt key and type i 


Each time you want to mark the text, start the macro again; otherwise, do a 
®Search for the next occurrence. 


57 SPECIAL FEATURES 


= Lesson 2 — the repeating chain 


In this lesson you create a macro that marks every occurrence of a phrase for f 
indexing. = 


Summary 


Clear the screen 

Retrieve the “‘report84.Irn’’ file 
Create the repeating macro 
Start the repeating macro 
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1 Clear the screen 


2 Retrieve the “report84.Irn” file 


This file is found on your Learning diskette 


3 Create the repeating macro 


With the cursor at the beginning of the document, 
e Press the Macro Def key 
e Enter index 
e Press the ®Search key 
e Type Big Game Permits 
e Press the §Search key 
e Press the Mark Text key 
e Type 5 for Index 
e Knter Big Game Permits for the heading 


e Press the Space Bar, the Backspace key, then the Enter key for the 
subheading 
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You are now ready to chain the macro to itself. 
e Press the Macro key 
e Enter index 
e Press the Macro Def key 


Delete the index code with the Backspace key, then return to the beginning of 
the document. 


4 Start the repeating macro 


e Press the Macro key 
e Enter index 


When every occurrence of ‘Big Game Permits’ has been found and marked, 
the macro stops at the end of the report. 
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= Lesson 3 — the conditional chain 


In this lesson you create a macro that stops at a phrase and lets you enter the tte, | 
heading and subheading for indexing. If the phrase is not found, you are 
returned to the beginning of the report. 


Summary 


Clear the screen 

Retrieve the “‘report84.Irn’’ file 
Create the Found macro 

Create the Not Found macro 
Create the Search macro 

Start the conditional macro 
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1 Clear the screen 


2 Retrieve the “report84.Irn’ file 


This file is found on your Learning diskette 


3 Create the Found macro 


Do a BSearch for ‘Big Game Permits’, then 
e Press the Macro Def key 
e Enter mark 
e Press the Mark Text key 
e Type 5 for Index 
Do not enter a heading or subheading. 
e Press the Macro Def key 
e Press the Cancel key 
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4 Create the Not Found macro 


Press the Macro Def key 

~ e Enter begin 
e Press the Home key twice then the Up Arrow key 
e Press the Macro Def key 


5 Create the Search macro 


e Press the Macro Def key 

e Hold down the Alt key and type s 
e Press the Macro key 

e Enter begin 


e Press the BSearch key 


e Type Big Game Permits 
e Press the ®Search key 
e Press the Macro key 

e Enter mark 

e Press the Macro Def key 


Return the cursor to the beginning of the report. 


6 Start the conditional macro 


e Hold down the Alt key and type s 


If the phrase “Big Game Permits’ is found, the macro stops to let you enter the 
heading and subheading. After entering the text, start the conditional macro 
again. Whenever the phrase is not found, you are returned to the beginning of 
the report. 
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= Lesson 4 — the repeating conditional chain 


In this lesson you create a macro that stops at every occurrence of a phrase and 
marks it for indexing. When the phrase is no longer found, you are returned to 
the beginning of the report. 


Summary 

1 Clear the screen 

2 Retrieve the ‘‘report84.Irn’’ file 

3 Create the Found macro 

4 Create the repeating conditional macro 
Oo Start the repeating conditional macro 


1 Clear the screen 


2 Retrieve the “report84.Irn” file 


This file is found on your Supplementary diskette. 


3 Create the Found macro 


If you have not already done so, create the begin macro described in step 4 of 
the previous lesson. 
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4 Create the repeating conditional macro 


Press the Macro Def key 

e Enter permit 

e Press the Macro key 

e Enter begin 

e Press the BSearch key 

e Type Big Game Permits 

e Press the ®Search key 

e Press the Mark Text key 

e Type 5 for Index 

e Enter Big Game Permits for the heading 


e Press the Space Bar, the Backspace key, then the Enter key for the 
subheading 


e Press the Macro key 
e Enter permit 
e Press the Macro Def key 
Delete the Index code with the Backspace key before starting step 9. 


5 Start the repeating conditional macro 


e Move the cursor to the top of the document 
e Press the Macro key 


e Enter permit 


When the macro cannot find another occurrence of ‘‘Big Game Permits’, it 
returns you to the beginning of the document. 
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Merge 


This is the heart of office automation. Here, the drudgery of typing repetitious 
forms, mailing labels and reports is forgotten and new meaning is given to 
office production. 


Lessons 9-12 in the Learning section provide a step-by-step guide to three 
different merges and a macro. We recommend that you review the lessons 
before continuing, since the steps in this section are more general than those in 
the Learning section. 


WordPerfect gives you 14 different merge codes which let you customize.a 
merge to meet your most demanding applications. The back of this section 
contains a glossary of all the merge codes. 


Summary 


The Simple Merge and Beyond 
Applications 


Combining Macros and Merges 
Mailing Labels and Envelopes 
Merge to the Printer 

Reports and Lists 

Document Assembly — The Contract 
Forms Fill-in 

Math Merge 

Flights of Fancy 


Merge Glossary 


[] The Simple Merge and Beyond 


A simple merge is commonly used to combine a 
list of names and addresses with a form letter to 
produce a ‘ personalized”’ letter for each 
person on the list. 


ACCURACY 
FIR OT. 


Primary Files Every merge must have a 
primary file or ‘form.’ The 
primary file contains text and 
merge codes. The text and 
format may be created 

however you like, but the merge 
codes must be carefully chosen and 

inserted properly intothe text. Merge codes instruct 
WordPerfect to do specific, jobs. For example, one code 
retrieves a field, another sends finished copies to the 


printer, and another reminds you of what to enter from 
the keyboard. 


What can you merge with a primary file? 


e Fields of information from secondary files 


e Text from the keyboard 


a melee 


e User files |: 


e Other primary files 
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Secondary Files 


Pield 33 


Pield 4: 
Pield 5: Alan 
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Sometimes called an “‘address file,’’ the secondary file 
can contain all types of information. The same secondary 
file can be used to create mailing labels, contracts, form 
letters, lists and reports over and over again. 


A secondary file contains individual records. Each record 
contains fields of information. Fields are numbered from 
first to last within each record. 


Jett pichacde 
Platwood Ro 

seaaie View court 
Prarueses bean 94999 


Octobéc 3, 1984 


ree 
35" He Kain 
Platwood, cea ity sages 
Sear Alan: 
you, Alan for tstending @ effo: pee in fighting the 
iesat t tice in Lone Stine Rational Park's & hist The volunteer 
fire Tighters in Posie community are an lespities wodet for all 
tire fighters in tate end nation 
With appreciation, 


Mr. Jeff Richards“R 
Platwood Motors 

$8090 Bonnie View Cou ° 
Rangec John T. Saith 


Mr. John Elliot*R 
Wagon Wheel Diner“R 

1100 North State Street 
Platwood, Utah 84999°R 


John*R 
“E 


The field rule is if field 3 of one record contains a phone 
number, then field 3 of every other record must contain a 
phone number — or nothing at all. This rule is true for 
all fields within a file. 


You do not have to keep the same number of lines or 
words within each field. For example, you. might have two 
address lines in field 3 of one record, and five address 
lines in field 3 of another record. 


Record and field size is limited only by the available 
Space on your disk. 


If you are merging with a large secondary file, the merge 
will stop if you run out of editing space. The solution to 
this problem is to 


- break the secondary file into two or more smaller files, or 
- merge to the printer (see this section), or 


- install a hard disk. 


The Keyboard A primary or secondary file can merge with the keyboard. 
The merge pauses at a preselected place letting you type 
whatever you please. 


User Files A primary file can merge with other files. These files are 
usually short paragraphs and can be inserted into 
preselected places in the primary file. This is generally 
used for assembling documents such as contracts. 


The Learning diskette contains files that will be used in 
some of the lessons that follow. 
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Combining Macros and Merges 


3 


You can start a merge with a macro. You might 
do this so that you don’t have to remember 

and type the names of primary and other files, 
but just the name of the macro. 


You can also automatically start a macro when the 
merge ends. 


In this lesson you will merge a memo form (primary file) with the keyboard. 
The merge will be started by a macro. After you have typed the memo, another 
macro will print the memo and ask you to enter a filename by which to save the 
memo. 


Summary 


Create and save the memo (primary file) 

Define a macro to start the memo merge 

Define a macro to print and save the memo 

Instruct the primary file to start the ‘print & save’’ macro each time 
you finish a memo 

save the memo 
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1 Create and save the memo 


The memo for this step is created in Lesson 10 of the Learning section. We 
assume you have completed Lesson 10 and saved the memo as ‘memo’’ on the 
‘Learning’ diskette. Start WordPerfect and insert the ‘Learning’ diskette in 
drive B. 


Remember that macros are saved as files on the default drive just like any other 
file. The macro, primary, secondary and other needed files must be in the 
default drive or directory for the following example to work. 


Lone Pine Nationa) Park 
Date: October 9, 1984 
Reply to: Ranger John T. Smith 
Subject: Fire Restriction 
fo: All Park Entrance Personnel 


Effective immediately there will] be a fire hazard watch posted 
for all areas of the park, 


Please warn all visitors that there will be no fires in the park 
until further notice. 


Thank you. 


O 
O 
O 
O 
O 
O 
O 
O 
O 
O 


2 Define a macro to start the merge 


e Press the Macro Def key and name the macro memo 

e Press the Merge key and enter memo 

e Press the Enter key when asked for a secondary filename 
Do not type anything into the memo. 

e Press the Merge E key to end the merge 
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3 Define the “print & save” macro 


e Press the Macro Def key and name the macro end 
e Press the Print key and type 1 for Full Text Print 

e Press the Exit key to get the “‘Save’’ prompt 

e Press the Macro Def key to end the macro definition 
e Clear your screen 


4 Instruct the primary file to start the “print & save’’ macro each 
time you finish a memo 


e Retrieve memo 

e Press the Merge Codes key and type g 
Type end 

Press the Merge Codes key and type g 


You should see \Gend4G at the top of the memo. No matter where you 
place a macro in a primary file, it will not start until the merge has 
ended. 


5 Save the memo 


e Press the Exit key 

@ Type y 

e Press the Enter key to replace ““memo’’ 
e Type y to confirm the replacement 

e Press the Enter key to clear your screen 


When you are ready, press the Macro key and type memo to start the macro. 
Type each entry and press Merge R to continue. As soon as you complete the 
memo it will be sent to the printer, after which you will be asked to type a 
filename for the memo. 
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_| Mailing Labels and Envelopes 


You can use the names and addresses from a secondary file to print mailing 
labels and envelopes. This is done by merging the names and addresses into a 
separate file and then formatting the file for labels or envelopes. To print 
‘‘sorted’’ labels, an optional ‘‘WordPerfect Sorter’’ may be purchased which 
sorts the records in the secondary file. 


We will use the secondary file ‘‘address.sf’’ created in lesson 9 of the Learning 
section. 


Summary 


1 Create a primary file that will retrieve the information from each record 
2 Create the “‘labels’’ file 
3 Select the format 

Single-width labels 

Multiple-width labels 

Envelopes 


1 Create a primary file that will retrieve the name and address 
from each record of ‘‘address.sf”’ 


e Clear your screen 

e Press the Merge Codes key, type f, type 1, press the Enter key twice 
e Press the Merge Codes key, type f, type 2, press the Enter key once 
e Save this file as labels. pf (primary file) 


2 Create the “labels” file 


e Merge labels.pf with address.sf 
e Save this file on disk as labels 
e Clear the screen 


You now have a labels file that can be formatted to print almost any continuous 
label format up to five labels wide. 
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3 Select the format 


f™,—_Use the following examples as a guide to set the format for your labels or 


envelopes. 
Waguou ‘ee we 
1100 North State Street 
Flatwood, Utah 84999 


Mr. Alan Wilson 
Flatwood Market 
55 E. Main 


Single-width 
Labels 


tree 


S t 
Flatwood, Utah 84999 


Mr. Jeff Richards 
Flatwood Motors 

58090 Bonnie View Court 
Flatwood, Utah 84999 


+ © 0 0 © 0 0 Oo © 
70 0 0 00 0 0 ¢€ 


Mr. John Elliot 
The example below shows the format settings for 2”x 4” 
labels. 
Margins = 5 left and 35 right 


Page length 
Form length = 12 lines 
# of Text Lines = 9 (6 Ipi) 


The page length is determined by measuring from the top 
of one label to the top of the next. 


Top Margin = 6 (half-lines) 


When you set a top margin, the printer advances each 
label by that many lines before printing. 


Feed the labels into the printer so that the top of the first 
label is even with the print head. 
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Multiple-width The example below shows the format settings for an 
labels 8%” x 11” sheet of 3-width labels. 


wagon Wheel 


) 
Pac Vaawe 
55 E. Main Street S8usu . 1100 North State Street 
Platwood, Utah 84999 Platwood, Utah 84999 Platwood, Utah 84999 


O O 
Mr. Alan Wilson Mr. Jeff Richards Mr. John Elliot 

O Flatwood Market Platwood Motors Wagon Wheel Diner O 
5 E. Main Street 58090 Bonnie View Court 1100 North State Street 
Flatwood, Utah 84999 Platwood, Utah 84999 Platwood, Utah 84999 

O O 
Mr. Alan Wilson Mr. Jeff Richards Me. John Elliot 
Platwood Market Platwood Motors Wagon Wheel Diner 

O 5 . Main Street 58080 Bonnie View Court 1100 North State Street O 
Platwood, Utah 84999 | Platwood, Utah 84999 Platwood, Utah 84999 

O 


O Mr. Alan Wilson 
7 Mr. Jeff Richards 
| *atwood Market | Flatwood Motors | 
cr *°9 Ronnie View Court 


Mr. John Elliot 
Waqor wee. - 9% Niner 


‘\ 


Margins = 3 left and 85 right 


To calculate the right margin, measure from the left of 
the left most label to the right of the right most label and 
multiply by pitch (e.g., 842"x 10 = 85). 


Page length 
Form Length = 6 lines 
# of Text lines = 6 (6 Ipi) 


Top Margin = 0 (half lines) 
Define Columns as 


Evenly spaced 
3 spaces between columns 
3 columns 


then turn Columns on. 


Roll the first label to the line where you want to begin 
printing. 
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Envelopes The example below shows the format settings for hand- 
feeding a legal-sized envelope (9” x 4”). 


Margins = 40 left and 80 right 
Top Margin = 0 (half lines) 


Roll the envelope to the line where you want to begin 
printing. 
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[| Merge to the Printer 


In this lesson you will create a primary file that sends each merged document 
immediately to the printer. 


Summary 


1 Type and save a secondary file 
2 Type and save a primary file 
3 Execute the merge 


1 Type and save the following secondary file as “records” 


Kent R. Wing’*R 
Traditional * R 
50,000.00 *R 


Candy R. Teel*R 
Executive *R 


100,000.00" R 
1000.00 “R 

SE 

Anita Holman’ R 
Bargain Buster’ R 
10,000.00 *R 
250.00*R 

sls 


Doc 1 Pg 1 Ln 16 Pos 


e Save and clear the screen 
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2 Type and save the following primary file as “merge1” 


Lone Pine Recreational Property 


Owner/Buyer “F14 
4F1% hereby deposits with Lone Pine Recreational Property as 


EARNEST MONEY, the amount of $ “F44 which shall be deposited in 
accordance with applicable State Law. 


Type of Cabin: * F2* 
Price: “F3% 
A T A N A P A P_ 


Doc 1 Pg 1 Ln 13 Pos 18 


Because a primary file is not named between ‘PAP WordPerfect will use the 
same primary file for the next record. 


e Save and clear the screen 


3 Execute the merge 


e Press the Merge key 
e Enter merge1 
e Enter records 


Your screen will be cleared and the documents should be printing at the 
printer. 
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Reports and Lists 


After creating a secondary file, you can use the 
same information to create almost any type of 
list or report. In this lesson you create a phone 
list with an existing secondary file. 


Summary 


The secondary file 

Type and save a primary file 
Execute a merge 

Adjust the format of the list 
Type a heading 
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14. REPORTS AND LISTS 


1 The secondary file 


on The secondary file for this step is created in Lesson 9 of the Learning section. 
We assume you have completed Lesson 9 and saved the secondary file as 
“‘address.sf"’. | 


2 Type and save the following primary file as “‘phone.|st” 
AF1 A [Tab] 4 F44 
ANAPAP: 

e Save and clear the screen 


3 Execute a merge 


-_ e Press the Merge key 
e Enter phone. Ist 
e Enter address.sf 


4 Adjust the format of the list _ 


e Delete all Tab stops and set a Tab stop at position 40 


5 ‘Type the heading “Phone List” at the top of the page 
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In this lesson you will create several files that you can use 
in order to select different options when putting together 
a property description. 

You can also build a document by retrieving several 


files from your disk into a document on your 
screen and then saving them as one document. 


Summary 


1 Create seven files 
2 Create a primary file 
3. Execute the merge 


1 Create seven files 
Clear the screen before starting a new file. 


e Type and save the following two-bedroom description as 2”’: 


Two bedrooms with one and one-half bathrooms 
[Tab]B.[Tab] 4 U 4 OEnter k for kitchen or t for kitchenette ~PA4C4P40O 


e Type and save the following three-bedroom description as “3"’: 

Three bedrooms with one and three-quarters bathrooms 

[Tab]B.[Tab] “ U 4 OEnter k for kitchen or t for kitchenette “PC “P“O 
e Type and save the following four-bedroom description as °'4”’: 


Four bedrooms with two full bathrooms 
[Tab]B.[Tab] 4 U 4 OEnter k for kitchen or t for kitchenette “P“C“P“’O 
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e Type and save the following kitchen description as “k’’: 


Kitchen including appliances 
[Tab]C.[Tab] ‘U4 OEnter s for pool or j for jacuzzi \PACAP4O 


e Type and save the following kitchenette description as ‘t’’: 


Kitchenette with no appliances 
[Tab]C.[Tab] \UAOEnter s for pool or j for jacuzzi APACAPAO 


e Type and save the following swimming pool description as ‘'s’’: 


Swimming Pool 


66eo9 


Marble Jacuzzi 


2 Type and save the following primary file as ‘““merge2” 
I.[Tab]Property Description 
[Tab]A.[Tab] 4U 4 OEnter the number of bedrooms (2-4)? APACAPAO 
3 Execute the merge 


e Press the Merge key 
e Type merge2 
e Press the Enter key twice 
Type the number or letter being requested by the prompt and press Merge RK. 
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[1 Forms Fill-in 


Word Perfect can help you fill in pre-printed forms. Information from the 
keyboard, primary files, and secondary files can be used to fill in the form. 


Lone Pine Recreational Property Date November 6, 1984 


Terry L. Brown Executive 
2354 Squaw Peak Dr. 
Flatwood, Utah 84999 


December 20 —- 27, 1984 


10 , 
Number of Persons Reservation Fee £1000.00 


Payment $250.00 Confirmed Yes 


Summary 


Measure the fill-in area 
Set the format 

Create a grid 

Print the grid 

Set the tabs 

Insert the merge codes 
Save the primary file 


NOoohwon 
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1 Measure the fill-in area 


fe" Measure the maximum area on the pre-printed form that will require fill-in. 


For example, an invoice whose total dimensions are 9” in width by 8” in length 
may have a maximum fill-in area of 8” in width by 7” in length. 


2 Set the format 


Clear your screen and reset your margins. If the maximum fill-in width were 8” 
then you would need 80 spaces (using 10 pitch) between your margins. Reset 
lines-per-inch if necessary (the default is 6). Reset the page length if necessary 
(the default allows for 54 lines of text). 


3 Create a grid 


Create a grid similar to the one shown below. 


125456789012345678001234567690123456789012345678901294567890120456789 
123456789012945678001234567600123456789012345678901234567890129456789 
1234567890 123456789012345678001234567890 1234567890 1294567890 128456789 
1234567890 12345678901294567890123456780012345678901234567800123456789 
123456789012345678901234567890123456789012345678901234567890123456789 


Line 11 
12345678901 2345678901 234567890123456789012345678901 2345678901 23456789 


Continue until you have filled the maximum fill-in area. Remember that you can 
copy and retrieve the first line of the grid using the Move key. 
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4 Print the grid on the form 
Print the grid onto your form noting line and position numbers that intersect 
fill-in points on your pre-printed form. 


Note the position of the form as you place it in the printer. 


Line ] Lone Pine Recreational Property 


890 
Lif 
12B 4567 8901 23 4567 890123456 £90 
Line 7 
12B 4567 890123 4567 890123456 789012345 34567890123 4567 890123 4567890123 4567p 890 
Lik 9 Nunbe oF Persons Reservation Fee 
12B 4567 890123 4567890123 456 aoe tEoae ELL 890 
Lijne 11 Confirmed 
1234567890 é ie : ; 57-836 SSG FOSOTESHS TES SentMinepoat i567 890 


5 Set the tabs 


set the tab stops at every position you will want to place a merge code. 
You Should set tab stops on every line where there is an entry. 


If you are merging the information into the form, you should use Advance Line. 
This will bring the information in on a specified line. 


vay? wie? 


Linp 1 Lone Pine Recreational Property Date 
1238567890123 4567890123456 7 8B01 23 4567 8901 23 4567 8901 2345678901 23 4567890123 4567890 


Lie 

1434567 8901 2 Nene 890123456 240123 abypsencapiess7 8901 34567 Fresservatior Datel 23.456 1890 
L 1 Eevat 

143 4557 890123 4567 890123456 4 80 23 4567 890123 45678901 23 £5967890123 45678901 234567 890 


i se 


012345 0123 4567890123 4567890123 4567890123 456 
‘Num id OF Persons . Reservation Fee ©) 


* 36 tS67 890 
on ees 
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ai ain 


6 Insert the merge codes 


You may create prompts for each entry. If you need to put two prompts so close 
together that you do not have room on the same line, you may do an Advance 
Up, Enter, Advance Up and tab to the position of the second prompt. The 
prompts will appear on separate lines on the screen, but will print on the same 
line. 


4O€EnterName*O*C ‘“OTypeofCabin*O*C “*ODates Reserved*O*C 
“OEnter Address *O *C 


4 O€Enter # of Persons*O*C 
4 ODeposit* O*C 
“OPayments *O0*C 4OConfirmed Y/N *O*C_ 
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7 Save the primary file 


Save the primary file. Do the merge, load your pre-printed form into the 
printer, then print on the form. 
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Math merge 


Word processing can be used to quickly create math reports using information 
found in your secondary merge files. Reports on everything from grade point 
averages to project-man-hours to equipment depreciation can be extracted from 
a secondary file, calculated, and then printed, all in a fraction of the time it 
would take you to create the same report manually. 


Summary 


Retrieve and edit the secondary file 
Set the tabs 

Define the math columns 

save the primary file 

Execute a merge 


Ol GN = 


1 Retrieve and edit the ‘‘address.sf’”’ secondary file 


e Add a field for the salary to the secondary file 


Flatwood Market“ R 
55 E. Main Street 

Flatwood, Utah.84999“R 
801 666-4545 “R 


Mr. Jeff Richards *R 
Fiatwood Motors * R 
58090 Bonnie View Court 
Fiatwood, Utah 84999“ R 
801 666-6767 *R 


Mr. John Elliot“ R 
Wagon Wheel Diner“ R 
1100 North State Street 
Flatwood, Utah 84999“R 
A 


John’R 
12,500°R 
AE 
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e Save the file as “‘address1.sf’’ and clear the screen 
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2 Set the tabs 


o> e Delete all Tab stops and set two Tab stops at 40 and 60 


3. Define the math columns 


Column A will remain a numeric column. 


e Define Column B as a calculation column that has the following formula: 
1.1*A 


This will calculate a 10% increase. 


e Turn Math on when you have finished defining the columns 


4 Type and save the following primary file as ‘“‘salary.pf’”’ 


4F1 “ [Tab] 4 F6 “ [Tab][Enter] 
“N“P*P 


e Clear the screen 


f Execute a merge 


e Press the Merge key 

e Enter salary.pf 

am e Enter address1.sf 

Press the Math/Columns key, then type 2 to calculate 


23) MERGE 


The lessons below are for those who have earned their wings—those who have 
seen the ‘Big Picture’ of WordPerfect and want to test the limits of the 
program. Recursive properties of the merge are introduced. If you think of an 
application, try it — it will probably work. 


Flights of Fancy includes three examples: the first is another way to do 
document assembly, the second is a boilerplate, and the third shows how to 


create a menu of macros. 
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Document Assembly 


In this lesson you will see another method of document assembly. Fields 
containing sentences or paragraphs are selectively merged to produce a tailored 
document. 


Keep in mind that you can also build a document by simply retrieving files from 
your disk onto your screen and saving them as one document. 


Summary 


1 Create a secondary file 
2 Create a primary file 

3 Start the merge 

4 Create two documents 
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1 Type and save the following secondary file as ‘‘fishing.sf’ 


Notice how each of the fields below are formatted (e.g., Field 1- the ‘Ris 
indented on the second line, Field 2 - has a “Fn* in the last line, etc.) os 


Fishing at Lone Pine National Park during 
AR 
March 1 - August 31 


Fish in season: 
AFRAAR 
September 1 - February 28 


Fish in season: 
AFQAAR 
Lone Pine Reservoir is stocked with 
AFTAAR 
Hard Rock River is stocked with 
AF6AAR 

Rainbow trout 

German Brown trout 

Bass 

Salmon 


AR 
Perch 
Lake trout 
Catfish 
Sunfish 
Freshwater shark 


AR 
Rainbow trout 
German Brown trout 
Perch 
Lake trout 
Catfish 


AR 
Bass 
Salmon Fas 
Sunfish - 
Freshwater shark 


AR 
AE 
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a 


2 Type and save the primary file as “doc.pf’ 
A U A F A C A P A P 


To type the “F merge code, hold down the Ctrl key and type ‘‘f’’. 


3 Start the merge 


e Press the Merge key 

e Enter doc.pf 

e Enter fishing.sf 
The “FC lets you choose a field. Enter the number of the field. Press 
the Merge E key when you want to Stop. 


4 Use the merge to create the following documents 


Try creating the following documents by starting the merge and entering the 
field numbers below. 


Document 1 Document 2 
Enter 1 Enter 1 
Enter 2 Enter 2 
Enter 4 Kinter 1 
Press the Merge Ekey Enter 3 
Enter 4 
Enter 5 


Press the Merge E Key 


Try your own combination! 
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Boilerplates 


WordPerfect can help you build a contract using previously created files. We 
suggest that you complete the Document Assembly Lesson before continuing. 
You will need the files created in that lesson to create the boilerplate. 


Ss 
a 


mye 


Summary 


1 Create a file 

2 Create the ‘‘contract’’ primary file 
3 Create the “‘record’’ primary file 
4 Create the macros 

o Start the merge 
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1 Create a file 


e Type customer file 
e Press the Save key and enter customer 
e Clear the screen 


This file is created so it is on the disk when you create the ‘‘form’’ macro 
later. 


2 Type and save the “contract” primary file as ““merge4” 


Lone Pine Recreational Property 
Owner/Buyer *F1% 


\F1* hereby deposits with Lone Pine Recreational Property as 
EARNEST MONEY, the amount of $*F44 which shall be deposited in 
accordance with applicable State Law. 


Type of Cabin: *F2“ 
OFFER TO PURCHASE 
I. Proverty Description 
A. 4U4 O€Enter th 2 number of bedrooms (2-4)? “P*C4P40 
It. Purchase Price and Financing 
“The Total Price is $ *F3* 


SF 
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e Save and clear the screen 
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3 Type and save the “record” primary file as “merge3” 


* OType Applicant’s Full Name*O“C“4V4R4V 

*OType the Style of Cabin*O*C*V4R4V 

“OType the Total Purchase Price*O“*C4V“R‘4V 

“ OType the Amount Earnest Money Deposited“ O“C4V4R4V 
AV ESV 

*Gform* G_ 
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e Save and clear the screen 
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4 Create and save the “form” macro 


This macro is started at the end of the first merge. The macro will save the 
record created by the ‘‘record’’ primary file then start the contract merge. 


e Type This is a test 

e Press the Macro Def key 

e Enter form 

e Press the Block key 

e Press the Home key twice then the Up Arrow key 
e Press the Save key 

e Enter customer 

e Type y 

e Press the Block key 

e Press the Exit key 

e Type n 

e Press the Enter key to clear the screen 
e Press the Merge key 

e Enter merge4 

e Enter customer 

e Press the Merge E key 


QO Start the boilerplate contract merge 


e Clear the screen 

e Press the Merge key 

e Knter merge3 

e Press the Enter key 
Enter the information requested by the prompts then press the Merge R 
key. 
You could take it one more step and have all records appended to a file 
named “‘Owner.”’ 


31 MERGE 


In this lesson you will make a menu that will come up on your screen and let 
you select different options. After you finish this lesson, create your own menu. 


MENU 

1 - Format for an eighty column line printer 
2 - Send the document to two printers 

3 - Select an Epson eighty column printer 
4 - Print five copies of the document 

5 - Exit 

Enter Selection (1-5):? — 


Summary 


1 Copy the macros from the Supplementary disk 
2 Create a primary file 
3 Start a merge 
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1 Copy the macros from the Supplementary disk 


wa e Insert the Supplementary disk in Drive A and the Learning diskette into 
Drive B 


e Enter copy a:*.mac b: 


2 Type and save the following primary file as “menu.pf’’ 


*O MENU 
1- Format for an eighty column line printer 
2- Send the document to two printers 
3- Select an Epson eighty column printer 


4- Print five copies of the document 


Enter Selection (1-5):? *“G* Cx*G*OuU 
Doc 1 Pg i Ln13 Pos 44 
e Save and clear the screen 
3. Start a merge 


e Press the Merge key 
e Enter menu.pf 
e Press the Enter key 


Enter the number requested by the prompts and press the Enter key. 
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Glossary of Merge Codes 


“Cc will temporarily stop the merge allowing for text to be entered from 
the keyboard. Press the Merge R key to continue. - 


If a “ Cis found in the primary or secondary file, the merge will pause 


So that you may type in text. When you press Merge R the merging will 
continue. 


“D inserts the current date (if the current date was entered in booting 
the computer). 


‘E marks the end of a record in a secondary file. Press the Merge E key 
to stop a merge. 


“Fn* — merges the text from field n (where n = 1, 2, 3, etc.) into the 
document being created. 


“G “Gmacro name “ G starts the named macro at the end of the merge. 


“N looks for the next record in the secondary file. If it does not find the 
next record it ends the merge. 


‘O “ Omessage “ O displays the message on the status line and is 
generally used with * C. 


‘Pp “ Pfilename “ P inserts the named file. If no filename is specified the 
current primary file is used. 


“Q stops the merge. It may be placed in a primary or secondary file. 
“R marks the end of a field in a secondary file. 
‘Ss * Sfilename *S will change to the named secondary file. 
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“T sends all text that has been merged to the point of “T to the printer. 


“U updates the screen. 


‘Vv lets you transfer merge codes into the document being created. 


“QOEnter applicant’s name * O * C 


The message ‘Enter applicant’s name’ will appear on the status line, and the 
merge will pause so that you may enter the name of the applicant. The name 
will be placed in the text in the position of the first “0. 


4QOEnter new primary file — “P*C*P’O 


The message “Enter new primary file — *’ will appear on the status line, and 
the merge will pause so that you may enter the name of a primary file. The 
primary file text will begin at the position of the first “ P. 


“OEnter address list name — “Slist*C*S’*0O 


The message ‘Enter address list name — list’’ will appear on the status line. 
and the merge will pause so that you may enter the name of a secondary file. In 
this case the secondary file name must begin with the letters list. This is 
allowed so that you may have secondary files named list1, list2, list3, etc., and 
you will only need to type one number to change to the correct list. 


“OWhat do you want to do now?— *G*Cg0*G*O 


The message “What do you want to do now?— ”’ will appear on the status 
line, and the merge will pause so that you may specify a macro. In this 
example the name of the macro must end with the letters go. 
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Notes 


WordPerfect lets you perform many kinds of calculations within a normal 
document. Both numbers and text can be typed into columns which are defined 
by simply setting tab stops. You can do subtotals, totals, and grand totals down 
the tab columns, and create four-function formulas (add, subtract, multiply, 
divide) that calculate across the tab columns. 


Summary 


This section is divided into two parts. Each has a lesson to help you understand 
some of the basic concepts. 


Subtotals, Totals, and Grand Totals 


If your needs do not go beyond adding numbers, read this part and 
complete the lesson. 


Four-Function Math Formulas 


For those of you who need more math muscle, this part covers the use of 
formulas in Math. Also read through “Subtotals, Totals, and Grand Totals”’ 
for detailed information on creating a math document. 


Many of the questions you have about the Math feature can be answered by 
creating your own math document. Below is a summary of the steps you need to 
follow: 


e Set the tabs (one per column) 
e Define the columns 

e Turn math on 

e Enter the text and numbers 

e Calculate 

e Turn math off 


Subtotals, Totals, and Grand Totals 


The Math feature is initially set for columns that can do subtotals, totals, and 
grand totals. The instructions below are a guide to the process of creating a 
Math document to perform these calculations. Much of the information also 
applies to creating formulas (see Four-Function Math Formulas in this section). 


Set the tabs Fach tab is a column in the math document. The first 
column (A) is at the first tab, the second column (B) is at 
the second tab, etc. Spacing between columns depends on 
where the tabs are set. 


If the numbers in a column overlap into the next column, 
the numbers will not calculate correctly. Reset the tabs to 
make more room. 


The left margin is not counted as a column, but can be 
used for labeling the math document (see the lesson). 


Define the There are four types of columns you can define in your 
columns math document. 
numeric text 


Quarter Revenues 


. Sales Tax Orde 


Year to Date 


Revenues 


Indian Rugs 


Small 500.00 = 25.00! Yes 
Medium 475.00 Se — 23.751. . Yes 
Large - 350.00 heey 17.50! No 
Total -.1,825.00+ oe 
Local Crafts 
Paintings 2,250.00 112.50! Yes 
Quilts 700.00 35.00! No 
Total 2,950.00+ 
Imports ie 
Toys 1,500.00 75.00! | Yes 
Hats ‘850.00 2 42.50! _ No- 
Total -2,350.00+ | oe cae 
Quarter Total , 6,625.00= -331.25+ 
1st Quarter T3,275.00 t168.74 
Year to Date 9,800.00* 500.00= 


total calculation 


2 SUBTOTALS, TOTALS, AND GRAND TOTALS 


Turn math on 


3 MATH 


When you want to do subtotals, totals, and grand totals, 
use a numeric column. 


When you want to include descriptions, labels, etc., use a 
text column. 


Total columns are a special type of numeric column. They 
are used to display totals from the column to the left, and 
are especially useful to accountants. 


To define the columns: 
e Press the Math/Columns key 
e Type 2 for Math Def 
e Select the attributes for each column 
e Press the Exit key to return to your screen 


You can define up to 24 columns (A-X). A column table 
lets you choose the column type, negative number style, 
and number of digits after the decimal point for each 
column. Use the Arrow keys to move through the table. 


All of the columns are pre-set to be numeric. 


For information on calculation columns, see ‘‘Four- 
Function Math Formulas”’ in this section. 


Once you have set the tabs and defined the columns, you 
are ready to turn the Math feature on. 


e Press the Math/Columns key 
e Type 1 for Math On 


This puts a [Math on] code in your document. Whenever 
your cursor moves past the code, the message “Math’’ 
appears at the bottom of your screen. 


The “‘Math’’ message must be on your screen before 
creating, editing, or calculating a math document. 


Entering numbers Numbers can be entered in any column, but are not 


Entering the 
operators 


calculated when entered in a text column. They can be 
positive or negative. If you want to indicate a negative 
number, use a 


-3.45 negative sign 
or 


(3.45) parentheses 


The numbers you enter in a numeric column are totaled 
by using operators. An operator is a symbol that tells 
WordPerfect how you want numbers calculated. The 
calculated answer is called a result. 


When defining a column, you can indicate how you want 
WordPerfect to display negative results. 


When you type a + operator, the numbers directly above 
the operator are added. The result is a subtotal. 


Lone Pine Crafts 


Quarter Revenues 


Year ta Date Sales Tax Order 


Item Revenues 


Indian Rugs 
Small §00.00 25.00! Yes 
Medium 475.00 23.75! Yes 
Large 350.00 17.50! No 

Total 1,325.00+ 


Local Crafts 


Paintings 2,250.00 112.50! Yes 
Quilts 700.00 35.00! No 
Total 2,950.00+ 


imports 
Toys 1,500.00 75.00! Yes 
Hats 850.00 42.50! No 


Total 


Quarter Total 6,625.00= 331.25+ 
1st Quarter 73,275.00 t168.74 


4 SUBTOTALS, TOTALS, AND GRAND TOTALS 


When you type a = operator, the subtotals above the 
operator are added. This result is a total. 


Quarter Revenues 


Sales Tax Order 


Item Revenues Year to Date 


Indian Rugs 
Small 500.00 25.00! Yes 
Medium 475.00 23.75! Yes 
Large 350.00 17.50! No 

Total 1,325.00+ 


Local Crafts 


Paintings 2,250.00 112.50! Yes 
Quilts 700.00 35.00! No 
Total 2,950.00+ 


Imports 
Toys 1,500.00 75.00! Yes 
Hats 850.00 42.50! No 
Total 2,350.00+ 


Quarter Total 6,625.00= 331.25+ 
1st Quarter T3,275.00 t168.74 


9,900.00* 500.00= 


Year to Date 


When you type a * operator, the totals above the operator 
are added. This is called a grand total. 


Quarter Revenues 


Item Revenues Year to Date Sales Tax Order 


Indian Rugs 


Small 500.00 25.00! Yes 

Medium 475.00 23.75! Yes 

Large 350.00 17.50! No 
Total 1,325.00+ 


Local Crafts 


Paintings 2,250.00 112.50! Yes 
Quilts 700.00 35.00! No 
Total 2,950.00+ 


Imports 


Toys 1,500.00 75.00!° Yes 
Hats 850.00 42.50! No 
Total 2,350.00+ 


Quarter Total 6,625.00= 331.25+ 
1st Quarter T3,275.00 t168.74 


Year to Date 9,900.00* - 500.00= 


oO MATH 


Two additional operators let you insert extra subtotals and 
totals into a column. Type a t in front of a subtotal and a T 
in front of a total. 


Quarter Revenues 


Revenues Year to Date Sales Tax Order 


Item 


indian Rugs 
Small 500.00 25.00! Yes 


Medium 475.00 23.75! Yes 
Large 350.00 17.50! No 
Total 1,325.00+ 


Local Crafts 


Paintings 2,250.00 112.50! Yes 
Quilts 700.00 35.00! No 
Total 2,950.00+ 


Imports 
Toys 1,500.00 75.00! Yes 
Hats 850.00 42.50! No 
Total 2,350.00+ 


Quarter Total 6,625.00= 331.25+ 
1st Quarter T3,275.00 t168.74 


Year to Date 9,900.00* 500.00= 


Operators and results both appear on the screen, but the 
operators are not printed. 
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Caiculate 


Turn Math Off 


7 MATH 


When you are through creating the math document, you 
will want to calculate the operators to see the results. 


e Press the Math/Columns key 
e Type 2 for Calculate 


If your numbers overlap into another column, calculations 
will not be accurate. Reset your tabs to allow more space. 


You can choose how you want WordPerfect to display 
negative results by typing a ‘‘(’’ for parentheses or a -”’ 
for the minus sign in the Math Definition menu. 


You can also choose how many digits (up to 4) you want 
WordPerfect to display to the right of the alignment 
character by selecting a number from O to 4 in the Math 
Definition menu. 


After calculating, you need to end the math document by 
turning the Math feature off. 


e Press the Math/Columns key 
e Type 1 for Math Off 
This puts a [Math off] code in your document. Whenever 


your cursor moves past the code, the “Math’’ disappears 
from your screen. 


Anytime you want to calculate or edit your math 
document, the ‘“Math’’ message needs to be on your 
screen. 


If you have set formats (tabs, margins, etc.) for the math 
document, remember to reset them after turning off math. 


Lesson 1 


Subtotal 
200.00 
300.00 “a 
500.00+ 
-150.00 Subtotal 
(25.00) a 
(175.00)+ 


325.00=.--____— T otal 


T2,000.00 
2,325.00* 


Grand Total 


In this lesson you are guided through using the numeric operators. 


1 Set the tab 


e Clear your screen with the Exit key [| 
e Press the Line Format key |_| and type 1 for Tabs 
e Press the Delete EOL key |_| 


e Enter 20 


e Press the Exit key im 


There is no need to define the column for this lesson as the default is numeric. 
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2 Turn math on 


fom e Press the Math/Columns key [_ ] 
e Type 1 for Math On 


The “Math’’ message appears at the bottom of the screen. 


3 Add 200.00 and 300.00 


e Press the Tab key [| 
The “Align Char =’’ message appears at the bottom of the screen. 


e Type 200.00 

e Press the Enter key [ere 

e Press the Tab key [_ | and type 300.00 

e Press the Enter key 

e Press the Tab key [| and type + 

e Press the Enter key twice 

e Press the Math/Columns key [_ ] and type 2 to calculate 


Result: 500.00+ 
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4 Add -150.00 and (25.00) 


e Press the Tab key [| and type -150.00 
Press the Enter key [ere 
Press the Tab key [| and type (25.00) 


Either the minus sign or parentheses can be used to indicate a negative 
number. 


Enter 


Press the Tab key Di: and type + 


Press the ach 7Colainte key [_ | and type 2 to calculate 


Press the Enter key [emer 


twice 


Press the Enter key |En"| 


Result: (175.00)+ 


You can change the way WordPerfect displays negative numbers in the 
Math Definition menu. 


5 Total the two subtotals 


e Press the Tab key |_Ja and type = 


e Press the Math/ eoitinns key im and type 2 to calculate 


e Press the Enter key |[enter| r|| twice 


Result: 8325.00= 
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6 Enter another total and calculate a grand total 


Press the Tab key [| and type T2,000.00 
Press the Enter key twice [Ere] 
Press the Tab key [| and type * 


EY 


Press the Math/Columns key [| and type 2 to calculate 


Press the Enter key twice 


Result: 2,325.00* 


7 Turn math off and print the document 


Press the Math/Columns key |_| and type 1 for Math Off 
The “‘Math’’ message disappears from the screen. 

Press the Left Arrow key [_ | 

The “‘Math’’ message appears again. 

Press the Reveal Codes key [| 


The ‘‘Math’’ message appears because the cursor is inside the [Math 
Off] code. Notice that the grand total operator blinks. 


Press the Space Bar then the Right Arrow key [J 
Press the Print key im and type 1 for Full Text Print 


Notice that the operators (+, =, T, *) are not printed—only the results. 
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Four-Function Math Formulas 


When you want to do more than just total numbers, use a calculation column to 
create a formula. You can have one formula per column and define up to four 
calculation columns. 


For complete details on creating a math document, read through the 
instructions in “Subtotals, Totals, and Grand Totals. ”’ 


Defining the You enter the formula while defining the column. Once 
column you are in the Math Definition menu 


e Use the Arrow keys to move to the desired column 
e Type O for the Column Type 
e Enter the formula 


A formula table in the menu shows you the column and 

formula. If you want to edit a formula, move the cursor to 

the Type category under the column letter and type a om 
ss 0 ; 


12 FOUR-FUNCTION MATH FORMULAS 


Creating a 
formula 


Special Formulas 


13. MATH 


There are four operators available for creating a formula: 


+ Add 

- Subtract 
. Multiply 
7 Divide 


The exclamation point (!) is an operator put in by 
WordPerfect when you tab to a calculation column. It 
marks the place where a formula will be calculated. You 
can delete the operator if you do not want a calculation. 


Numbers or columns can be used in a formula: 
Formula Result 
2*3.5-1 6.00 
2*3-A  6-Column A 


The number that is in Column A will be subtracted from 
SIX. 


When you want to indicate a negative number in a 


‘ 


formula, use a -"’. 


-2*3-A -6 - Column A 


There are four special formulas you can use in a 
calculation column: 


+ add numbers in the numeric columns 

+/ average numbers in the numeric columns 
= add numbers in the total columns 

=/ average numbers in the total columns 


These formulas cannot be combined or used with other 
operators and values. 


Calculation Order WordPerfect calculates the Multiply and Divide operators 
before the Add and Subtract operators. 


Formula Result on 
2-3*4 (10) or -10 — 


When there are two or more operators of equal value, 
they are calculated from left to right. 


2*3-1/2 0.0 

2-3* 1/2 00 
If you want to change the order of calculation, use 
parentheses. 


2*(3-1)/2 2.00 
(2-3)*1/2 (.50) or -.50 


The operators in parentheses are calculated first. When 
there is more than one set of parentheses, they are 
calculated from left to right. 


You cannot nest parentheses — i.e., 2*((A-1)/2)+B. 
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O Lesson 2 


/"" In this lesson you update a financial statement for the Lone Pine Crafts store. 


Lone Pine Crafts 


Quarter Revenues 


* Item Revenues Year to Date Sales Tax. Order 


ee 


indian Rugs 


Small 500.00 25.00! Yes 

Medium 475.00 23.75! Yes 

Large 350.00 17.50! No 
Total 1,325.00+ 


Local Crafts 


Paintings _ 2,250.00 112.50! Yes 
Quilts 700.00 35.00! No 
Total 2,950.00+ 


Imports 
Toys 1,500.00 75.00! Yes 
Hats 850.00 42.50! No 


Total 2,350.00+ 
Quarter Total 6,625.00= 331.25+ 
1st Quarter 73,275.00 t168:74 


1 Retrieve the financial statement 


e Clear your screen with the Exit key | | 
e Press the Retrieve key [| 


e Enter crafts.Irn 
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2 Change the Indian Rugs figure and calculate 


e Move the cursor to “Ln 10 Pos 32” yom, 
e Press the Delete key [ | three times 

e Type 1,000 

e Press the Math/Columns key [| and type 2 to calculate 


There are several totals that change, including the sales tax figures. 


3 Add “Wood Carvings” and calculate 


e Move the cursor to ‘Ln 16 Pos 10”’ 

Press the Enter key 

e Press the Up Arrow key [| 

e Press the Space Bar three times and type Wood Carvings 
e Press the Tab key [| and type 625.00 

e Press the Tab key [| three times and type No 


The “‘!’’ operator automatically appears in the calculation column. 


e Press the Math/Columns key [| and type 2 to calculate. 
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4 Change the sales tax formula 


on e Press the Reverse Search key [_ | 
e Press the Math/Columns key im and type 1 for Def 
e Press the Escape key [Ese] 
e Press the Math/Columns key |_| and type 2 for Math Def 
e Press the Right Arrow key [| twice 
e Type O (zero) 
e Enter a*.06 


5 Change the number of digits for the revenues column 


on e Press the Left Arrow key [three times 
e Press the Down Arrow key [_ | twice 
e Type 0 (zero) 
e Press the Exit key [_ | then the Enter key 
e Press the Left Arrow key 


e Press the Backspace key [_ | and type y to delete the old math 
definition 


e Press the Down Arrow key {| twice 
e Press the Math/Columns key [_] and type 2 to calculate 


There are no decimal points for the totals in the first column, and the 
sales tax has been recalculated to reflect the new tax rate. 
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6 Enter the 2nd quarter totals and calculate 


e Move the cursor to ‘Ln 26 Pos 10” 

Press the Enter key then the Up Arrow key | | 

e Press the Space Bar three times 

Type 2nd Quarter 

e Press the Tab key [| twice and type T6,950.00 

Press the Tab key [| then the Backspace key [| 

e Type t347.50 

e Press the Math/Columns key [| and type 2 to calculate 


You can replace the “'!’’ with any numeric operator. 


7 Print and save the document 


e Press the Print key |_| and type 1 for Full Text Print 
e Press the Exit key [| and type y 


Enter crafts. 1 


Press the Enter key 
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A 


Address (Secondary) Files, VI-3 
Advance, III-6 

Align, III-103 

Alignment Character, III-103 
Alt Key, I-5,16 

Alt Key Mapping, III-97 
Append Block, III-7 

Arrow Keys, I-16, III-20 

ASCII, i-3 

Automatic Backup, ITI-95,97 


HD 
Dd 


Backspace, i-3, I-4, III-25 
Backup, i-3 


Bin Number, Sheet Feeder, III-98 


Binding Width, III-8 
Block, III-9 
Delete, III-25 
Print, III-73 
save, III-95 
spell-Checking, IV-6 
Boilerplates, VI-28 
Bold, II-10 
Boot, i-3 
Boxes, V-48 
Break, Page, III-63, V-34 
Byte, i-3 


C 


Calculating, VII-7 
Calculation Order, VII-14 
Cancel, II-5, IfI-11, IV-4 
Cancel 

Hyphenation, III-41 

Print Job(s), III-76 
Capitalization, III-12 
Caps Lock, IfI-12 
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Case, Upper/Lower, III-102 
Center Page (Top to Bottom), III-13 
Center Text, I-20, III-14 
Chaining Macros, V-53 
Change Dictionary, IV-7 
Change Print Options, III-7 
Chkdsk, I-26 
Clear the Screen, III-30 
Codes, i-3, IIT-15,93 
Color Monitor, III-97 
Color-Coded Keys, I-5 
Column, Move, III-17 
Columns 
Definition, III-18,58,103, V-3 
Math, VII-2 
Newspaper Style, III-18, V-2 
Common Word List, IV-1 
Conditional EOP (End of Page), III-19 
Continuous Forms, i-3, I-23, III-36 
Copy, II-51, III-21 
Copying Disks, I-10 
Ctrl, I-5,16 
Ctrl Key Mapping, III-97 
Current Job Display, III-81 
Cursor, i-3, I-15, IIT-93 
Control, I-5, II-20 
Definition, III-20 
style, III-2 
Cut, II-51, II-21 


D 


Date, HII-22 
Date Format, III-22 
Default 
Directory, i-3 
Directory, Change, III-50 
Drive, i-4 
Defaults, i-4 
Define Alt & Ctrl Key Mapping, ITI-97 
Del Key, III-25 


Delete 
Block, I-25 
Codes, I-21, II-23 
EKOL (End of Line), 1-16, III-25 
EOP (End of Page), ITI-25 
File, I-24 
Right, 1-5,16 
Text, I-25 
Word, III-25 
Dictionary, IV-1 
Dictionary Full, IV-4 
Dictionary, Change, IV-7 
Directories, i-4, III-50 
Directories, WP System Files, III-97 
Disk 
Drive, i-4 
Full, I-28 
Hierarchy, i-4 
Diskette, i-4 
Display all Print Jobs, III-77 
Display Printers and Fonts, III-8 
Document, i-4 
Document Assembly, VI-16,25 
DOS, i-4, 1-6 
File Conversion, III-108 
Prompt, i-4 
Text file, III-50,86 
Text Printer, III-108 
DOS.TAT, III-83,86 
Double Word, IV-6 


0 


Edit, i-4 

Editing, III-26 

Electronic drive, i-4 

End Key, III-20 

Endnote Options, V-8 
Endnotes, III-34, V-6 
Enter, i-4, I-4,5,16, II-27 
Envelopes, VI-8 
Equations, V-47 
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Error Messages, i-5, III-28 
Escape Key, I-9, III-20,25,54 
Exit, 1-25, II-4, II-30 


Field Rule, Merge, VI-3 
File Not Found, I-92 
Filename, i-5 
Files, 
Primary, VI-2 
Replace, [I-21 
secondary, VI-3 
Filing, HI-31 
Flights of Fancy, VI-24 
Flush Right, III-32 
Font, i-5, III-33 
Footers, III-38 
Footnote Options, V-8 
Footnotes, ITII-34, V-6 
Format, i-5, IIIl-48,64,75 
Format a disk, i-5, I-8 
Formatting, Ili-3 
Forms, I-23, III-36 
Forms Fill-in, VI-18 
Formulas, VII-12 
Forward Search, III-96, V-54 
Four-Function Math, VII-12 
Full Text Print, I-73 
Function keys, I-5, I-16 


G 


Generating, V-36 

Global Search and Replace, III-90 
‘“Go’’”, ITI-81 

Go To, ITI-20 

Grand Totals, VII-3 

Grid, VI-19 


H 


H-Zone (Hyphenation), III-43 
Hand Fed, i-5, I-23, III-36,109 
Hanging Indent (Paragraph), III-4 
Hard 

Hyphen, III-42 

Page, III-63, V-2 

Return, III-27 

Space, III-37 
Hardware, i-5 
Headers and Footers, III-38 
Help, I-19, III-40 
HMI, III-87 
Home key, III-20 
Hyphenation, i-5, I-18, III-41 

Zone, III-43 

Cancel, III-41 

On/Off, III-41 
Hyphens, III-42 


I 


B® indent, I-44 
BIndent—, I1I-45 

Index, III-46, V-33 
Initial Settings, III-35,97 
Input, i-5 

Ins Key, III-11 

Insert Date, II-22 
Installation Pamphlet, I-2 


J 


Justification, On/Off, III-43,47 
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L 


Learning Diskette, I-10 
Left Indent, III-44 

Left Margin Release, III-55 
Left/Right Indent, III-45 
Levels, V-23,33 

Line Format, III-48 

Line Numbering, V-26 
Lines per Inch, i-5, III-49 
List Files, III-50 

Lists, III-52, V-33 

Lists, Merge, VI-14 
Locked Documents, III-53 
Look-up Word, IV-7 


M 


Macro Chains, 
Conditional, V-54 
Repeating, V-54 
Simple, V-53 

Macro, i-d 
Define, III-54, V-50 
Name, V-51 
Repeat, V-52 
Start, V-51 
Stop, V-51 

Macros and Merges, VI-5 

Mail Merge, III-59 

Mailing Labels, VI-8 

Main Word List, IV-1 

Mapping Alt & Ctrl Keys, III-97 

® Margin Release, III-55 

Margins, III-56, V-11 

Mark Text, III-57, V-33 

Math, VII-1 
Definition, III-58, VII-2 
Merge, VI-22 
On/Off, III-58 

Math/Columns Key, III-58,18, V-2, 

VII-3 


Memory, i-6 
Menu Merge, VI-32 
Merge, i-6, VI-1 

Codes, III-59, VI-1,34 

E (*E), THI-59 

Lists, VI-14 

R(*R), TI-59 

Reports, VI-14 
Merge to the Printer, VI-12 
Merges and Macros, VI-5-7 
Monitor, i-6 
Monitor, Color, III-97 
Move, III-60 
Moving the Cursor, III-20 


N 


New Footnote Number, III-34, V-8 
New Page Number, III-69 
Newspaper Style Columns, III-18 
Number of Copies, III-78,79 
Numbering Style, II-70, V-24 
Numbers, VII-4 

NumLock, I-5,17 


O 


Operators, VII-4 

Optional Word List, IV-1 
Options, Footnote/Endnote, V-8 
Outline, HI-61, IV-23 

Output, i-6 

Overflow Files, i-6 

Overstrike, III-62 


P 


Page, II-51 
Format, III-64 
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Format, Suppress, III-66 
Length, III-67 
Number Column Position, [I-68 
Number Position, III-70 
Number, New, III-69 
Numbering, III-70, III-38 
Print, III-73 
Up/Down, III-20 
Page, Hard and Soft, Il]-63, V-2,4 
Paragraph, II-51 
Paragraph Numbering, III-71, V-23 
Parallel Printer, i-6, I-13, III-83 
Password, III-53 
Pattern, III-50, IV-7 
Pitch, i-6, III-72 
Port, 1-22, III-8 
Press, I-4 
Primary Files, VI-2 
Print, HI-73 
Print 
a Document, III-74 
a Page, III-78 
Format, III-75 
Print Job, Cancel, II-76 
Print Jobs, Display, III-77 
Print Options, 
Change, III-78 
Select, HI-79 
Print Wheel, III-33 
Print, List Files, II-51, I-74 
PRINT.TXT, III-6, IlI-49 
Printer 
Commands, III-80 
Control, ILH-81 
Number, III-78, II-79, [I-83 
Printers and Fonts, Display, III-84 
Printers, Select, I-22, III-83 
Printing to Disk, III-86 
Printing, Stop, ITI-85 
Problem Solving, II-6 
Proportional Spacing, i-6, III-87 
Punctuation Style, V-24 


Q 


Quick Reference, I-2 


R 


Records, Merge, VI-3 
Records, Size, VI- 

Redline, III-88, IV-18 
Remove, V-1 

Rename File, III-51 
Replace, III-90 

Replacing Files, II-21 
Reports, Merge, VI-14 
Results, VII-4 

Resume Printing, III-8 
Retrieve, III-92 

Retrieve File, III-51 

Reveal Codes, III-23,93 
Reverse Search, III-96, V-54 
Rewrite, I-19, III-9 

Right Justification, i-6 III-4 


S 


Save, III-95 

Screen Size, III-97 

Screen Up/Down, III-20 
Scrolling, i-6 

BSearch, III-96, V-54 
@Search, III-96, V-54 

Search and Replace, III-90 
Secondary Flles, VI-3 

Select Print Options, III-79 
Select Printers, I-22, III-83 
Sentence, II-51 

Serial Printer, i-7, I-13, III-83 
Set Colors for Color Monitor, III-9 
Set-up Menu, III-97 

Sheet Feeder Bin Number, III-9 
Sheet Feeders, i-7, III-98 


INDEX 


Shift Key, I-5, 16 
Soft 
Hyphen, III-42 
Page, III-63, V-2 
Return, III-2 
Software, i-7 
Space Fill, V-46 
Spacing, III-99 
Special Features, V-1 
Spell, II-100 
Spell Checking, IV-4 
a Block, IV-6 
Double Word, IV-6 
Speller, [V-1 
Diskette, I-2,10,12, IV-2 
Utility, IV-8 
Starting 
New Document, III-30 
Speller, II-100, IV-2 
the Computer, I-6 
WordPerfect, I-14, II-4, HI-97 
Statistical Typing, V-46 
Status Line, I-15 
Stop Printing, [I-85 
Strikeout, III-88, V-19 
Style, 
Define, V-35 
Numbering, V-24 
Punctuation, V-24 
Subtotals, VII-2 
Super/Subscript, III-101 
Supplementary Diskette, I-10,12 
Suppress Page Format, III-66 
Switch, II-102 


T 


Tab Align, III-103 

Tab Key, I-5,16, III-10 

Tab Set, III-106 

Table of Contents, III-104, V-33 
Tabs, IfI-105 


Tabs, Extended, III-107 
Text In/Out, HI-51,108 
Text Lines, III-67 

Top Margin, III-109 
Totals, VII-3 

Tractor Feed, i-7 

Type, 1-4 

Typeover, I-16, III-110 


U 


Underline, III-111 

Underline Styles, II]-11,75 

Upper/Lower Case Conversion, III-10, 
12 

User Files, i-7 


W 


Widow/Orphan, III-112 
Word 
Count, IV-4 
Left/Right, [II-20 
Look-up, IV-7 
Wrap, i-7, II-11 
WordPerfect 
Diskettes, I-2,10,12 
system Files, ITI-97 
Template, I-5,16 
Working Copies, I-8 
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Report Form 


/“"\We are constantly improving both our software and documentation. If there are 
suggestions you would like to make in regards to either the software or 
documentation, fill out this form and send it to: 


So! Software 

Product Development 
325 North State Street 
Orem, Utah 84057 


If you are reporting errors in the documentation, please indicate the section and 
page number. If you are reporting a software problem, please include a diskette 
with the problem file and a written detailed description. 


Product Name 


Manual version number (see back of title page) 


| - Software version number and date (press Help key) 
Computer 

Your name 

Address 


Phone number 


Suggestions: 


WordPerfect* Sorter 


WordPerfect* Sorter sorts name and address (secondary merge) 
records. It also selects and sorts records both numerically and 
alpha-numerically in ascending or descending order. Other 
WP* Sorter features include: 


e unlimited field and record size 

e sorting up to 3 files at a time 

e defining up to 15 key words for sorting and selecting records 
e global key selection 

e sort-only or select-only 


e selection operators (greater than, less than, equal to, and, or, 
etc.) 


What exactly can WP* Sorter do? 


Here are just a few WordPerfect Sorter uses: 


Targeting persons and/or companies for merge letters, and other 
marketing purposes, is automatic with WP*Sorter. 


Phone Lists can be created from your address files by sorting, 
then merging names and phone numbers into columns. 


Label lists can be sorted by zipcode for lower-rate bulk mailings. 


SORTER 


Introduction 


The Manual 


This manual is divided into explanations and 4 exercises. We 
recommend you read and work up to exercise 4. Exercise 4 is 
an advanced problem, and has been included for those who 
wish to explore WP*Sorter’s full potential. 


Before You Use WP* Sorter 


Before using WP*Sorter you should have: 1) done a simple merge, 
2) be familiar with the merge function keys, and 3) know how to 
create a command file. Items 1 and 2 are included in the Word- 
Perfect manual. Item 3, command files, is explained in this 
manual. 


Two types of files must be created before WP* Sorter will operate 
—an address file and a command file. 


Address file 


This file, also called a secondary merge file, contains the 
records you will be sorting. (See the Wordperfect manual on 
‘““merging’’.) 


Command file 


A file containing the commands needed to execute the 
desired sort/select functions. You will learn how to create 
and save a command file in this manual. 


You should also have some familiarity with the merge function 
keys; ie. Merge Return, Merge End of Record, and Merge 
Commands. 
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New Words and Ideas 


Some of the words and ideas used in this manual may be new to 
you. The following questions will help define these important 
concepts. 


What is a key word? 


The key word is used by WP*Sorter to compare records 
when sorting or selecting. For example, a surname would be 
used as a key word to alphabetize a file of records by last 
name. A zipcode would be the key word for sorting all 
records by zipcode, and blood type for selecting records with 
a particular type of blood. 


Up to 15 key words may be entered in each command file for 
sorting and selecting records. A key word is identified on 
your screen by field #, line #, and word #. For example, the 
key for sorting a file by ‘‘company name’”’ from the records 
below would be key1i 211 

“E 

Dr. Thomas Shults*R 

You’ve Got a Problem Clinic’ R 

347 Cape Horn Dr. 

Sawtooth, Idaho 84567°R 

“E 

Dennis E. Cambridge’ R 

New York Times’ R 

450 27th Ave. 

New York, New York 10093°R 

“E 


What is a key? 


A ‘‘key’”’ is used in WP*Sorter for two reasons—to identify 
and prioritize key words. Up to 15 keys are allowed, wth key1 
being the first-priority sort key. 
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How are fields defined? 


Within each record there are fields of information. At the 
end of each field there is a ~R. In the two sample records 
above, field 1 contains a name, field 2 contains a business, 
and field 3 contains an address. 


How are lines defined? 


Within each field there are lines. In the sample records 
above, there is one line in field 1, one line in field 2, and two 
lines in field 3. For example, line 1 of field 3 contains the 
street address, while line 2 of field 3 contains the city, state, 
and zipcode. 


How are words defined? 


Separated by spaces, words may be formed with numbers, 
characters or a combination of both. The surname in the 
records above is word 3 (counting 1 to r) of line 1, field 1. 


Words and lines may also be numbered in reverse order 
(counting r to 1). In reverse order, the surname is word - 1 of 
line 1, field 1. The zipcode is word — 1, line 2, field 2. 


Reverse numbering is generally used in fields where there 
are names of people or places. 


In the sample above, the zipcode of Sawtooth, Idaho is word 
3, while the zipcode of New York, New York is word 5. 
Because a single number must identify the key word in every 
record, both 3 and 5 cannot be used to identify the zipcode. 
Word -—1 of line 2, field 3 would identify both records. 
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Getting Started 


Installing WP* Sorter 


The WP*Sorter diskette contains 2 address files (donor.1 and 
donor.2) for use with the exercises in this manual. 
Two-Diskette Drives: 


Install WP*Sorter onto a formatted diskette using the copy 
command (copy a:*.* b:). Store the original diskette in a safe 
place in the event your back-up copy becomes damaged. 


Note! The program files are about 11 K and can be loaded 
onto your WordPerfect diskette. 
Hard Disk: 


Install the WP*Sorter program files and the two exercise 
files (donor.1 and donor.2) onto your hard disk using the Copy 
command. 


After exiting WP and starting Sorter, you will be asked: 


‘Name of files to be sorted: 


You may type the names of up to three secondary merge files 
(separated by spaces). Press the Return key, and you will be 
asked: 

‘‘Name of output file:”’ 


Name the file in which your sorted records will be saved. 
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“Confirm Overwrite Y/[N]?”’ 


If your output filename matches the name of a saved file on 
drive B, you will be asked the above question. If you answer y 
(yes), your original file will be replaced (overwritten) with the 
newly-sorted file. If you answer n (no), you will need to start 
over. 


Note! If your “output filename” matches the name of a “‘file 
to be sorted,’’ you will have to start over. 


“The Help Menu” 


After successfully naming the input and output files, the following 
menu will appear, followed by a star and the cursor: 


Valid commands: 


KEY[1-15] field# line# word# — To define keys 
(Key[1-15]N — to sort in numeric order). 

SELECT — To select which records will be sorted 
(KeyG is global search key). 

LOOK — To view format of first record in file. 

NOSORT — To bypass sort (select only). 

DESCEND — To sort records in descending order. 

HELP — To display this menu. 

END — To end commands and begin sorting. 


* 


“LOOK” 
Typing the LOOK command after the star will show you the 
first record of the file being sorted. 

‘“HELP” 
Typing HELP after the star will re-display the Help menu. 
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Exercise 1 


5 Short Examples 


To introduce you to WP*Sorter, five short examples have been 
included in exercise 1 for you to work through. Two address files 
(donor.1 and donor.2) have been placed on your WP*Sorter 
diskette to help you with the exercises in this manual. 


A copy of the address files, donor.1 and donor.2. are found at 
the end of this section. 


For 2 Disk Drive Users 


For the purpose of this exercise place your WordPerfect diskette 
in drive A, your WP*Sorter diskette in drive B, and change the 
default drive to B. 


Note! The cursor on your screen should be to the right of the DOS 
prompt B> before doing the following exercises. 


Sorting 


We will begin by sorting the records in donor.1 by surname. Exit 
from WordPerfect and type the bold-faced text as it appears 
below: 


B> sorter 

Name of file(s) to be sorted: donor.1 
Name of output file: sort.1 

* keyl1 11-1 

* end 


During the sorting process you will see the message, ‘‘Record 
selection in process...” 


SORTER 


After the sorting process is complete you will see the message: 


Number of records selected = 3 
Sorted records being saved... 
B> 


If you want to inspect the output file and your WordPerfect 
diskette is in drive A, you would type B> a:wp sort.1 followed by 
pressing the Return key. 


Selecting 


Select only records of people who have B positive blood from a file 
named donor.1 and place these records into a file named select.1. 
Exit WP and type the bold-faced text only: 


B> sorter 

Name of file(s) to be sorted: donor.1 
Name of output file: select.1 

*key1 311 

* select key1 = B+ 

* end 


You should have 2 records selected and placed into a file named 
select.1. 


Sort & Select 


Select only B positive records and alphabetize them by last name. 
Exit WP and type the bold-faced text: 


B> sorter 

Name of file(s) to be sorted: donor.1 
Name of output file: sort.2 
*key111 -1 

*key2311 

* select key2 = B+ 

* end 


You should have 2 records selected and placed in sort.2. 
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7 Numeric Sorting 


When sorting numbers of unequal length (dates, prices, etc.), your 
key should have the letter N next to the key number for example 
key1N 5 1 2. 


Sort donor.1 by the day in field 5. Exit WP and type only the bold- 
faced text: 
B> sorter 


Name of file(s) to be sorted: donor.1 


Name of output file: numsort 
* keyIN 51 2 


* end 


You should have 3 records selected and placed in numsort. The 
Brian Wilson record should be at the top of the file. 


Global Key Selection 


WP*Sorter will select all records containing the word identified 
after KeyG. The global select word need not be identified by a key. 
Global keys may also be used with other selection operators such 
as: and, or, >, <, =, etc. 


Below is an example of a global key select command file that will 
select only those records with the word Wilson in them. Exit WP 
and type the bold-faced text: 


B> sorter 


Name of file(s) to be sorted: donor.1 


Name of output file: global 
* nosort 


* select keyg = Wilson 
* end 


You should have 2 records in global. 
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How Does WP* Sort Work? 


The sort and select functions work independently of each other. A 
simple description of each follows below. 


Sort 


All records are sorted in the order: key1, key2, key3, key4, 
etc. Unless the numeric sorting and descending order are 
specified, all sorting is done alphanumerically and in 
ascending order. Sorting stops whenever the sorting of a 
lower-priority key would disorder the sorting of a higher- 
priority key. 


Select 
WP* Sorter causes all records containing words identified by 
the select statement to be extracted and saved in a file. 


Select/Sort 


When record selection and sorting are both desired, 
WP*Sorter selects the specified records, places them in a 
temporary file, then sorts and places the selected/sorted 
records into the file of your choosing (output file). 
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Exercise 2 


The following sample records and accompanying questions will 
help you become familiar with words, lines, and fields. 


A) 


Example Records 


John Q. Doe*R 

999 Ninth Street 

Small Town, Kentucky 45005°R 
“E 

McCormaick, John Henry’ R 
2424 North 5th Avenue 

San Francisco, California” R 
97545°R 

“E 

February 21, 1981°R 

Mr. John Smith 

Business Machines Inc. 

2210 So. Main St. 
Experienceville, California 90000°R 
Business Machines Inc.” R 
$474.30°R 

“iE 


Questions 


How many fields are in examples A, B, and CG? 


In which field is the name found in example A and B? In 
example C? 


How many lines are in field 2 of examples A, B, and C? 


10. 


11. 


12. 


13. 


14. 
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The state is found in what line numbers for examples A, B, 
and C? 


What is the word number of the zipcode in examples A, B, 
and C? 


Which zipcodes must be numbered in reverse (r to 1) to be 
correctly identified? 


What are the field, line, and word numbers of the surname in 
examples A, B, and GC? 


Write the 2 keys you would need to sort by surname and by 
first name if your records were like those in example B. 


For example A, write the key and select statement you would 
need to select all records with the zipcode 84057. 


For example B, write the keys and select statement for 
selecting and alphabetizing only records with surnames that 
begin with A-M. 


Write a select statement to select all records that contain the 
word Utah, anywhere in the record. 


Write a select statement to select all records that contain the 
words Utah and Jones anywhere in the record. 


Write a key that will sort all records by the dollar amount in 
field 4 of example C. 


Write the keys that will sort all records by company name if 
your records were like those in example C. 
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Saving Command Files 


Command files can be named, saved, and then executed instead of 
having to retype filenames, keys, and the select statement time 
and time again. 


Creating and Saving a Command File in WordPerfect ___ 


Type the commands in WordPerfect and then save those 
commands as a file. Below is an example of a command file that 
would sort the records in donor.1 by surname, then place the 
records in a file named hemo. This file should be saved on the 
disk where WP* Sorter resides. 


donor.1 


hemo 
key1 11 -1 
end 


Formatting codes such as margin settings, tabs, etc., are illegal in 
the above file. You must press the Return key after typing end for 
the sort to execute the commands. 


Creating and Saving a Command File in WP* Sorter 


Typing a name after the sorter command (such as 
will cause all commands typed afterwards to be saved in the spec- 
ified file (mail). 


SORTER 


Starting WP* Sorter with a Command File Name 


Typing sorter “filename” will execute the sort commands saved 
in that particular command file. If no command file exists under 
the given filename you will be asked to create a command file. 


You may need to precede the sort command and the command 
filename with the appropriate disk drive. WP* Sorter will look for 
the sort program, command filename, and files to be sorted on the 
default drive unless otherwise specified. 


Example 1: 


The default drive is B. The files to be sorted and the 
command file are on the B drive while the sort program is on 
the A drive. The command line would be: 


B> a:sorter “filename” 


Example 2: 


The default drive is B. The files to be sorted are on the B 
drive. The command file and sort program are on the A drive. 
The command line would be: 


B>a:sorter a:filename 


A system error of ‘‘invalid filename” will flash on the screen if the 
program cannot find the files to be sorted. 


SORTER 


Exercise 3 


Create and save a command file using both methods described 
above to select all AB— males from donor.1 and donor.2 and 
alphabetically sort by surname and given name. The command file 
created in WP would be: 


donor.1 donor.2 

male.ab 

keyi11 -1 

key2111 

key3 411 

key4 311 

select key4 = AB- and key3 = Male 
end 
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WP*Sorter Punctuation _ 


: More than one key may be typed on a single line if the keys 
are separated by semicolons. An example of how the 
semicolon is used is found in exercise 4. 


& An ampersand is used when the entire select statement is 
longer than one screen line (about 80 characters). The 
ampersand tells the system that the select statement is being 
continued. An example of how the ampersand is used may be 
found in exercise 4. 


and And is used to connect two key sentences when the condi- 
tions of both sentences must be met. In the following exercise, 
the donor must be female and have AB — blood. 


or Or is used to connect two key sentences when the conditions 
of either one or the other sentence must be met. In the follow- 
ing exercise the donor may have donated either 1 or 2 pints of 
blood. 


() Parenthesis are required to surround two statements 
connected by er and may be used to define each statement 
connected by and. See the following exercise for examples of 
how to use parenthesis. 


The following symbols may be used in the select statement: 


equal to 

less than 

less than or equal to 
greater than 

= greater than or equal to 
<> not equal to 


eae 
lI 
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Exercise 4 


The Problem 


The Duchess of Winnemucca, in gratitude for her hemophiliac 
son’s recovery, wishes to bestow $2,000 for each pint of AB- or 
B+ blood donated to the Shriners Hospital between March 15, 
1980 and March 25, 1980, by any female donor. 


Your Resources 


The hospital keeps records of all donors with information about 
each blood donation. The Duchess of Winnemucca wants an 
alphabetical list of those donors who qualify for $2,000 and 
another list of those donors who qualify for $4,000. 


_—“‘t‘:‘(CC*;*‘*CMTT*hte@e- Slut 


Sorting first by number-of-pints donated and then by surname will 
give the Duchess her two lists. The key word in key1 will be the 
number of pints donated while the key word in key2 will be the 
surname. 


Now we need to identify those individuals who qualify for the gift 
money. Key words that must be identified for the select statement 
are hospital name, month, day, year, sex, and blood type. 
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The Command Line and Command File 


The command file for exercise 4 may be easier to create in 
WordPerfect. If the sort program is on drive A, the command file 
and files to be sorted are on drive B, and the default drive is B, the 
command line would be: 


B> a:sorter ‘‘filename...” 
The command file would be: 


donor.1 donor.2 

Duchess 

key1 611; key211 -1 

key3 311 

key4511; key5512; key6513 

key7 411 

key8 711 

select (key3 = AB- or key3 = B+) and & 
(key7 = female) and (key8 = Shriners) and & 
(key4 = March) and (key6 = 1980) and & 
(keyS => 15, and key5 =< 25,) 

end 


After starting this sort you should have 2 records in a file named 
Duchess. Enter WP and retrieve Duchess to check the results. 
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Answers to Exercise 2 


2 fields, 3 fields, 4 fields. ~~ 
field 1 of examples A & B. Field 2 of example C. 

2 lines, 2 lines, 4 lines. 

line 2, line 2, line 4. 

4or —1in A,1inB,3o0r —-1inC. 

the zipcodes in example A and example C. 
11-i1inA,111inB,21 -1inG. 


key1 111 
key2 11 2. 


9. key1 22 -1 
select key1 = 84057 


10. keyi 111 
select key1 


SS Se oe Se 


A and key1 = M 


11. nosort 


select keyg = utah 


12. nosort 
select keyg = utah and keyg = jones 


13. keyin411 


14. key1 221 
key2 222 


Donor.1 


Zina M. Wilson* 2 

2362 Glorybee Rd. 

Silicon Hill, Calif. 99341°R 
B+ °R 

female” 

March 20, 1980°R 

2° 

Shriners *R 

- 

Brian Wilson’ R 

36 Bogie Court 

Denver, Colorado 75670°R 
B+°R 

male*R 

June 5, 1969°R 

a lage 

Holy Cross*R 


agp 
4 


Maxwell Abalone* R 

116 North State 
Pascagula, Penn. 15639°R 
AB-“*R 

male*R 

March 16, 1980°R 

27k 

Shriners*R 

“E 


SORTER 


SORTER 


____ Donor.2 


Lavell Z. Abalone* R 

P.O. Box 310 

Baton Rouge, LA 32574°R 
AB-°R 

male*R 

March 23, 1980°R 

1°R 

Shriners* R 

“E 

Rosa Maria Gutierrez* R 
27 Calle Seco Dr. 

Santa Data, New Mexico 73461°R 
AB-°R 

female*R 

March 18, 1980°R 

1°R 

Shriners* R 


Edgar Tripp*R 

2442 Wasatch Blvd. 
Murray, Utah 84609°R 
AB-“R 

male*R 

March 23, 1980°R 

2° 

Shriners* R 

eld 


